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CDBG Disaster Recovery Funds 
After Congress appropriates funding to the CDBG DR program, HUD formally 
announces the CDBG DR awards via press release and notices published in the 
Federal Register. These notices describe the rules that govern the specific CDBG DR 
appropriation. The notices modify the HCD Act to reflect any requirements of the 
statute appropriating the CDBG DR funds and any statutory and regulatory waivers 
and alternative requirements granted by HUD. CDBG DR grants are subject to Title I 
of the HCD Act, (42U.S.C. § 5301 et seq.) which governs all CDBG programs. Grantees 
are also subject to the CDBG regulations at 24 CFR Part 570, unless modified by 
waivers and alternative requirements included in the applicable Federal Register 
Notice. CDBG DR grantees must also comply with the applicable requirements of 2 
CFR Part 200, which provides the Federal government’s guidance on administrative 
requirements, cost principles, and audit requirements. The Robert T. Stafford 
Disaster Relief and Emergency Assistance Act (42 U.S.C. 5121 et seq.) (“Stafford Act”) 
provides the framework for Federal disaster assistance and sets forth the process by 
which the President declares a major disaster. Although the Stafford Act is largely 
devoted to programs administered by FEMA, certain sections apply more generally 
to all disaster assistance. CDBG DR grantees must adhere to section 312 of the 
Stafford Act, which prohibits duplication of benefits (addressed in detail later in this 
Guide). CDBG DR funds are further regulated by Federal Register Notices allocating 
funds and any subsequent Notice providing additional waivers and alternative 
requirements such as: 

Public Law 116-20 (2019 Disasters) 

Federal Register Notice / Vol. 85, No. 17 / Monday, January 27, 2020 

Federal Register Notice / Vol. 83, No. 157 / Tuesday, August 14, 2018 

Federal Register Notice / Vol. 83, No. 28 / Friday, February 9, 2018 

Title I of the HCD Act and the CDBG regulations at 24 CFR Part 570, unless modified 
by waivers and alternative requirements included in the applicable Federal Register 
Notice; 

2 CFR Part 200, which provides the Federal government’s guidance on 
administrative requirements, cost principles, and audit requirements; 

Section 312 of the Stafford Act. 

National Objectives 

The use of the “benefit to low and moderate income-persons” CDBG National 
Objective is considered a funding PRIORITY under the State’s CDBG Program and is 
treated as such under the State’s CDBG DR Program. All project proposals 
submitted for funding through the State’s CDBG DR Program must prioritize the 
achievement of the low and moderate-income National Objective as delineated in 
24 CFR §570.483 (Criteria for National Objectives).  
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To qualify for CDBG DR funding, activities must meet one of three national 
objectives set forth in section 104(b)(3) of the HCD Act: 

Benefit low-and-moderate-income persons, or 

Aid in the prevention or elimination of slums or blight, or 

Meet other community development needs having a particular urgency because 
existing conditions pose a serious and immediate threat to the health or welfare of 
the community where other financial resources are not available to meet such 
needs (Urgent Need). A condition will generally be considered to be of recent origin 
if it became critical within 24 months. 

Under applicable regulations or waivers and alternative requirements, general 
planning and program administrative costs are presumed to meet a national 
objective. As per 2 CFR §200.88, Simplified Acquisition Threshold, CDBG DR funds 
expended by local government grantees for planning activities listed at 570.205 and 
program administrative costs described at 570.206 are considered to address the 
national objectives. Typically, HUD grants a waiver and alternative requirement to 
state CDBG DR grantees to expand eligible planning activities to include those at 24 
CFR 570.205, including non- project specific plans such as functional land-use plans, 
master plans, historic preservation plans, comprehensive plans, community recovery 
plans, development of housing codes, zoning ordinances, and neighborhood plans. 
By waiver and alternative requirement, HUD typically gives states the same flexibility 
that 24 CFR 570.208(d)(4) gives local governments to presume that general planning 
activities and program administrative costs meet national objectives. 

Recordkeeping Requirements 
The State shall comply with § 200.334 Retention Requirements for Records. Financial 
records, supporting documents, statistical records, and all other non-Federal entity 
records pertinent to a federal award must be retained for a period of three years 
from the date of submission of the final expenditure report. 24 CFR 570.490 also 
requires records of the State and units of general local government, including 
supporting documentation, shall be retained for the greater of three years from 
closeout of the grant. Therefore, the State will retain all necessary documents as 
required by 2 CFR § 200.334 and 24 CFR 570.490 for 3 years after the closeout of the 
grant.  

CDBG DR Documentation, Reporting, and Website 
Updates 
As required by HUD and outlined in the Federal Register notice 83 FR 5860, 
ODOC/CD Programs Planner will enter its Action Plan activities for Disaster 
Recovery, including performance measures, into HUD’s DRGR system. Each activity 
must meet the applicable environmental requirements prior to the use of funds. 
Throughout the CDBG DR program lifecycle, ODOC/CD Programs Planner will 
continuously enter updated performance-based information to meet both current 
and future reporting requirements. The dedicated webpage will remain separate of 
other webpages and programs.  
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A quarterly performance report will be submitted to HUD no later than 30 days 
following the end of each quarter after grant award and continuing until all funds 
have been expended and all expenditures have been reported. Each quarterly report 
will include information about the uses of funds during the applicable quarter 
including (but not limited to) the project name, activity, location, and national 
objective; funds budgeted obligated, drawn down and expended; the funding 
source and total amount of any non-CDBG Disaster Recovery funds to be expended 
on each activity; beginning and completion dates of activities; achieved performance 
outcomes; and the race and ethnic status of persons assisted under direct-benefit 
activities. Quarterly reports to HUD will be submitted by the Programs Planner and 
Programs Representative using the DRGR system. ODOC/CD’s Marketing Manager 
will post the submitted report to its official website within three (3) business days of 
HUD’s approval in the DRGR system. This report will also contain a HUD Contractor 
Reporting Template, containing a listing and detailed information for all the 
contracts executed and reported during the quarter and will be listed/updated on 
the ODOC website on a quarterly basis. 

In accordance with CDBG DR requirements, ODOC/CD has developed and will 
maintain a comprehensive website regarding all disaster recovery activities assisted 
with these funds. The dedicated disaster recovery web page will inform the public 
and any other interested parties on how the ODOC/CD is managing the CDBG DR 
funds. ODOC/CD will post all Action Plans and amendments on the ODOC/CD’s 
dedicated CDBG DR website at (https://www.okcommerce.gov/reporting-
compliance/cdbg-disaster-recovery- 2019/). 

The website will include: 

• The current approved CDBG DR Action Plan 
• All Action Plan amendments 
• The Current approved DRGR Action Plan 
• DR Program Information and Descriptions of Activities 
• CDBG DR Policy & Procedure Manual/Subrecipient Grant Management 

Guide 
• Citizen participation requirements, comments, and related postings 
• Procurement policies and procedures 
• Description of current procurement for goods and services procured by 

the grantee 
• A copy of contracts, as defined in 2 CFR 200.22, ODOC has procured 

directly 
• A summary of all procured contracts, including those procured by ODOC, 

subrecipients, or recipients (e.g., a summary list of procurements, the 
phase of the procurement, requirements for proposals, and any liquidation 
of damages associated with a contractor’s failure or inability to implement 
the contract, etc.) *ODOC will submit monthly updated summaries to the 
website. 

• Copy of each HUD-approved Quarterly Performance Report (QPR) 
submitted through HUD’s Disaster Recovery Grant Reporting (DRGR) 
System  
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• HUD’s Contract Reporting Template (ODOC will attach an updated version 
with each new QPR submission to DRGR and a quarterly update to the 
website) 

• Internal Audit reports (these may contain any cases of fraud, waste, or 
abuse) 

• Ancillary program information as required or deemed necessary to 
account for the use of funds. 

The website gives citizens an opportunity to read the plan and to submit comments. 
This website is featured prominently on, and is easily navigable from, ODOC/CD’s 
homepage contact and comment section. Paper copies of the CDBG DR Action Plan 
Amendment will be available upon request to the Programs Planner. 

ODOC/CD’s Marketing Manager (and other Marketing staff at the manager’s 
discretion) will manage the website as well as all other forms of media in order to 
maintain public transparency. The website will be updated monthly as required with 
the last current date of the update noted on the document. All required updates to 
ODOC/CD's dedicated CDBG DR Program website will be completed within three (3) 
business days. ODOC/CD’s Programs Planner and Programs Representative will 
send update/change requests to ODOC/CD the Marketing Manager. All physical 
website updates/changes will be accomplished by ODOC/CD Marketing Manager or 
other Marketing staff, if necessary. 

ODOC/CD will offer closed captioning for meetings, access to free online screen 
readers and information in an accessible PDF, Microsoft Word, Excel, or PowerPoint 
format. Screen readers are software programs that allow blind or visually impaired 
users to read the text that is displayed on the computer screen with a speech 
synthesizer or braille display. A screen reader is the interface between the 
computer's operating system, its applications, and the user. Additionally, ODOC/CD 
can provide for a professional service to translate graphs and charts so that the 
visually impaired have adequate access to written elements of the CDBG-DR 
program. All these types of assistance are available upon request. ODOC/CD will 
translate CDBG-DR Action Plan, Citizen Participation Plan, and press releases into 
Spanish. 

The State values the public’s opinion by accepting citizen and other interested 
parties’ comments throughout development and implementation of its CDBG 
Disaster Recovery program. Every effort will be made to reach minorities, non-
English speaking residents, as well as persons with disabilities. For all meetings, to 
facilitate comments, questions, and other information; a Spanish-speaking translator 
and/or Hearing Impaired Sign Language interpreter is made available upon request. 
Program information posted to the website will be accessible and available in 
accessible formats, including those readable by screen readers. ODOC/CD works to 
publish all public documentation in formats supportive of screen reader technology. 
ODOC/CD will make information available in alternate formats as needed and upon 
request to ensure effective communication to persons with disabilities and language 
related impairments. 
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Citizen Participation 
The State has an adopted Citizen Participation Plan as required by HUD in its Five-
Year Consolidated Plan/Annual Action Plan. The plan(s) provide citizens with 
information on how they can participate in HUD’s formula funded CDBG program as 
well as the HOME, ESG, and HOPWA Programs. Upon notification that the State 
would receive a CDBG DR grant allocation, the State has adopted this Citizen 
Participation Plan and modified it for this CDBG DR Action Plan in accordance with 
the guidance set forth in the Federal Register Notice(s). 

INDIVIDUALS WITH DISABILITIES OR LANGUAGE IMPAIRMENTS 

The State values the public’s opinion by accepting citizen and other interested 
parties’ comments throughout development and implementation of its CDBG 
Disaster Recovery program. Every effort will be made to reach minorities, non-
English speaking residents, as well as persons with disabilities. For all meetings, to 
facilitate comments, questions, and other information; a Spanish-speaking translator 
and/or Hearing Impaired Sign Language interpreter is made available upon request. 
Program information posted to the website will be accessible and available in 
accessible formats, including those readable by screen readers. ODOC/CD works to 
publish all public documentation in formats supportive of screen reader technology. 
ODOC/CD will make information available in alternate formats as needed and upon 
request to ensure effective communication to persons with disabilities and language 
related impairments. 

The State welcomes public comments and encourages citizens to submit written 
comments. All postal delivered written comments are submitted to: 

Oklahoma Department of Commerce 

Attn: Marshall Vogts, Director, Community Development  

900 N. Stiles Ave. 

Oklahoma City, OK 73104-3234 Or  

marshall.vogts@okcommerce.gov 

Requests for this Plan or related documents in alternate formats consistent with the 
provisions of federal requirements related to limited English proficiency may be 
directed to ODOC/CD using the following methods: 

CITIZEN PARTICIPATION OUTREACH 

A Draft CDBG DR Action Plan was published regarding the $36,353,000 allocation – 
(Federal Register Notice Vol. 85, No. 17, January 27, 2020) and made available for 
public comment on the ODOC/CD CDBG DR website 
(https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/). 
A formal public hearing will be held to discuss the proposed CDBG DR Action Plan 
on July 23, 2020. By regulation, a minimum of thirty (30) days is required to allow for 
public review of the proposed Action Plan. 
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Notification will be posted on State’s CDBG Disaster Recovery webpage located on 
ODOC/CD’s dedicated CDBG DR Website. A meeting notification and program 
narrative was also posted on the ODOC/CD website’s EVENTS webpage as well. The 
Public Hearing was also listed in the ODOC/CD New Pioneer Newsletter. 

Under the State’s Citizen Participation Plan, each comment will be considered and 
personally addressed and attached in the Appendix of the CDBG Disaster Recovery 
Action Plan. A chronology of outreach events will also be provided. 

CITIZEN COMPLAINT PROCEDURES 

The State will accept written citizen complaints from citizens related to the disaster 
recovery programs, Action Plans, Substantial Amendments, or quarterly 
performance reports. Written complaints should be submitted via email 
marshall.vogts@okcommerce.gov or be mailed to: 

Oklahoma Department of Commerce 

Attn: Marshall Vogts, Director, Community Development  

900 N. Stiles Ave. 

Oklahoma City, OK  73104-3234 

The State will make every effort to provide a timely written response to every citizen 
compliant within fifteen working days of the receipt of the complaint, where 
practical. 

The State encourages all Fair Housing / Equal Opportunity complaints be filed as 
applicable with the Metropolitan Fair Housing Council of Oklahoma, Inc. for Fair 
Housing Administration. All citizen complaints relative to Fair Housing / Equal 
Opportunity violations involving discrimination will be forwarded to the following 
address for disposition: 

Metropolitan Fair Housing Council of Oklahoma, Inc. 

1500 Northeast 4th Street, Suite 204,  

Oklahoma City, OK 73117 

Additionally, the State encourages all Fair Housing / Equal Opportunity complaints 
be filed as applicable with the State Human Rights Commission now operating 
under the State Office of the Attorney General. 

Oklahoma Office of the Attorney General  

313 NE 21st Street,  

Oklahoma City, OK 73105 

Substantial Amendments to the Action Plan 
A Substantial Amendment to the Action Plan shall be defined as: 

1. A change in program benefit or eligibility criteria; 
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2. The addition or deletion of an activity; or 
3. The allocation or reallocation of more than $3.6 million between activities. 

Only those amendments that meet the definition of a Substantial Amendment are 
subject to the public notification and public comment procedures. A public notice 
will be placed online along with the published CDBG DR Action Plan amendment on 
the ODOC/CD CDBG Disaster Recovery webpage 
(https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/) 
and public comments will be accepted when assistance programs are further 
defined (i.e. change in program benefit or eligibility criteria) or when funding 
allocations are further refined by type of activity and location, if applicable. Per the 
Federal Register Notice guidelines, all amendments (Non-Substantial and 
Substantial) to the Action Plan will be posted online at the ODOC/CD CDBG Disaster 
Recovery webpage. Additionally, the CDBG Disaster Recovery Action Plan will be 
revised to reflect the amendments (Non-Substantial and Substantial) to the Action 
Plan. As with the amendments, the CDBG Disaster Recovery Action Plan is posted 
online at the ODOC/CD CDBG Disaster Recovery webpage. Hard copies will also be 
made available upon request. Citizens, units of local government, and community 
partners will be provided notice and the opportunity to comment on proposed 
Substantial Amendments to the Action Plan. No less than thirty (30) days will be 
provided for review and comment on the Substantial Amendment. Comments will 
be accepted electronically or in writing and will be posted online at the ODOC/CD 
CDBG Disaster Recovery webpage. A summary of all comments received and 
responses will be included in the Substantial Amendment that is submitted to HUD 
for approval. Each amendment submitted to HUD for approval will be numbered 
sequentially and is meant to supersede the earlier amendments in the published 
Action Plan. 

Non-Substantial Amendments to the Action Plan 
Non-Substantial Amendments to the Action Plan are defined as minor, one that 
does not materially change the activities or eligible beneficiaries. This provision 
should not be construed as allowing the general administrative budget to exceed 
the allowable limit. Additionally, a Substantial Amendment is not required in the 
case where the State is simply requesting additional funding from HUD. HUD must 
be notified in advance of a Non-Substantial Amendment becoming effective. Non-
Substantial Amendments are NOT subject to the public notification and public 
comment procedures such as a thirty (30) day review and comment period. Per the 
Federal Register Notice guidelines, all amendments (Non-Substantial and 
Substantial) to the Action Plan will be posted online at the ODOC/CD CDBG Disaster 
Recovery webpage; 

(https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/) 

Additionally, the CDBG Disaster Recovery Action Plan will be revised to reflect the 
amendments (Non-Substantial and Substantial) to the Action Plan. As with the 
amendments, the CDBG Disaster Recovery Action Plan is posted online at the 
ODOC/CD CDBG Disaster Recovery webpage. Hard copies will also be made 
available upon request. Each amendment submitted to HUD for approval will be 
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numbered sequentially and is meant to supersede the earlier amendments in the 
published Action Plan. 
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Internal Audit 
INTERNAL AUDIT POLICY 

The Oklahoma Department of Commerce, Community Development Division, 
operates the CDBG Disaster Recovery Program. As a requirement of the CDBG 
Disaster Recovery Program, an Internal Audit function is in place to provide 
programmatic and financial oversight of Grantee activities for program compliance 
as well as implementing procedures to detect fraud, waste and abuse. The Internal 
Audit function is independent of the Community Development Division and reports 
directly to the Oklahoma Department of Commerce Executive Director. 

ODOC’s CDBG Disaster Recovery Program has had an internal audit function for only 
a few years and has established a baseline understanding of the risks, opportunities, 
and unique challenges posed by the nature of the program, the division, and the 
environment in which it operates. The fundamental purpose, nature, and scope of 
internal auditing is to be an independent, objective assurance and consulting 
activity designed to add value and improve CDBG DR program’s operations and to 
serve as a trusted advisor to management. 

The program will continue the efforts of reviewing a sufficient cross-section of 
Disaster Recovery operations while addressing certain significant risks. In evaluating 
risk, the following factors are considered: 

a.  Prior audit/monitoring findings from HUD and/or others 

b. Inherent riskiness of a subject matter 

c.  Subrecipient Risk 

d. Recent major changes in operations, personnel, or operating results e.  
Input from senior management 

f.  Observations made in preliminary internal audits to date 

g.  General issues involved in Oklahoma State agency fiscal operations 

h. Input & direction from the Oklahoma Department of Commerce Executive 
Director 

Additional audits may be added based on emerging issues such as fraud tips. The 
Oklahoma Department of Commerce Executive Director, Secretary of Commerce 
and Workforce, and Division Director may also request audits of areas that they have 
concerns about. In the event that significant changes to this plan are necessary, the 
Internal Auditor will obtain the approval of the Oklahoma Department of Commerce 
Executive Director for the revised plan. Internal Audit’s progress relative to this plan 
will be reported to the Oklahoma Department of Commerce Executive Director on a 
continuing basis until program end. 

Internal Audit utilizes risk-based programmatic auditing of the activities conducted 
by the program division. An emphasis will be on reviewing the program division’s 
responses to all HUD monitoring and management reviews, ensuring all responses 
have been implemented. Additional auditing shall be conducted as necessary as 
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there are several program requirements identified as potential program risk 
including duplication of benefits, program income, sub recipient monitoring, fraud 
reporting etc. 

POLICY SCOPE 

This policy is applicable to all ongoing activities as detailed in the CDBG-DR Action 
Plan(s) and includes the activities of the program division and the CDBG DR 
contractors, where pertinent. 

STANDARD OPERATING PROCEDURES FOR THIS POLICY 

A. Evaluate the current Oklahoma Department of Commerce (ODOC/CD) 
procedures and significant control points for effectiveness, adequacy, and 
efficiency of operations for the CDBG DR processes utilized by ODOC/CD. 

B. Review of the ODOC/CD CDBG DR policies and procedures, financial internal 
controls to identify the key risks. 

C. Review the ODOC/CD responses to the HUD monitoring reports received to 
ensure that all agreed upon actions have been implemented. 

D. On an as needed basis, other audits or reviews will be completed using an 
approved audit program. The results will be reported through a formal report 
along with any findings. 

E. The State of Oklahoma’s HUD-approved Action Plan(s) is the predominant 
source document for the Manual, Policies, and SOPs, which are written with 
the intent to add clarity where needed and stipulate the processes necessary 
to successfully implement the Action Plan. Concurrent reference to the Action 
Plan, Manual, Policies and SOPs should provide the contextual understanding 
necessary to accurately interpret and apply the information contained in 
these documents.  

F. The audit plans will be flexible enough to respond to emerging risks and 
organizational changes. The audit plans will be periodically visited throughout 
the year. 

G. Reports, findings and comments will be thoroughly discussed with 
management to be sure of their understanding and a written draft of such 
will be provided to management to review and to encourage corrective action 
comments. Sufficient time will be given for management to respond, 
however, the reports must be issued timely to be effective. 

INTERNAL AUDITOR ROLE 

The role of the Internal Auditor for the CDBG Disaster Recovery Program will be to 
conduct internal monitoring/audits of the Community Development Division within 
the Oklahoma Department of Commerce. The Community Development Division 
administers the Community Development Block Grant Disaster Recovery (CDBG DR) 
programs and activities as required by HUD guidelines. The scope of responsibility of 
the Internal Auditor encompasses all funds allocated by Community Development 
Block Grant Disaster Recovery (CDBG DR) funds awarded under the Public Law per 
declared disaster appropriations and evaluate compliance related to the actions of 
personnel, contractors, vendors, grantees, and sub-grantees while in pursuit of the 
objectives of the Disaster Recovery Program. 
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Specifically, the internal auditor provides services in the following manner: 

Both programmatic and financial oversight of Grantee activities. Specifically, 
perform procedures necessary to determine the Program’s compliance with 
applicable requirements and perform tests as considered necessary in the 
circumstances. 

Procedures would include detecting fraud, waste and abuse as follows: 

• Discussing with Programs Personnel to identify opportunities and risks for 
fraud, waste and abuse. 

• Inquiring of Program personnel their knowledge of any fraud, waste and 
abuse. 

• Following up by changing further inquiry, scope and test work as 
necessary. 

Specifically, the firm provides services in the following manner: 

• The firm will apply auditing standards generally accepted in the United States 
of America and the standards applicable to financial audits contained in 
Government Auditing Standards issued by the Comptroller General of the 
United States. 

• Evaluate compliance related to the actions of personnel, contractors, vendors, 
grantees, and sub-grantees with regard to policies, procedures, and 
applicable laws, regulations, and governance standards of the Program. 

• Monitoring will be conducted on a quarterly basis and reports will be 
rendered quarterly unless conditions require a more frequent reporting. 

In addition, the Internal Auditor will be responsible for the detection and prevention 
of fraud, waste, and abuse in division and contractor administered programs as well 
as the coordination of investigations of alleged fraud with division, state and federal 
law enforcement agencies. This responsibility includes informing the Office of 
Inspector General for the U. S. Department of Housing and Urban Development if 
necessary. 

The Internal Auditor generally adheres to Generally Accepted Government Auditing 
Standards (GAGAS). The Internal Auditor may conduct a Peer Review of this position. 
Such reviews are done after audit reports are issued and normally are done every 3-5 
years. 

The Internal Auditor will evaluate the current Oklahoma Department of Commerce 
(ODOC/CD) procedures and significant control points for effectiveness, adequacy 
and efficiency of operations for the CDBG DR processes utilized by ODOC/CD. 
Included in this evaluation will be a review of ODOC/CD CDBG DR policies and 
procedures, financial internal controls, and identification of any key risks. The 
Internal Auditor will also review the ODOC/CD responses to the HUD monitoring 
reports received to ensure that all agreed upon actions are implemented. 

The Internal Auditor designs audit programs and conducts audits to determine if 
CDBG DR funds are being spent within the confines and parameters of the Disaster 
Recovery Program’s Policies and Procedures and all relevant HUD guidelines. 



2019 CDBG-DR Policies and Procedures Manual 21 
 

The Internal Auditor audits, monitors, and issues reports and findings with the 
focused goal to detect and prevent waste, fraud and abuse in all facets of the CDBG 
Disaster Recovery Program, to include administrative, financial and operational 
capacities, as well as insuring that the funds are spent in compliance with 
appropriate HUD and applicable guidelines. 

The Internal Auditor investigates any reports of waste, fraud or abuse and follows 
them to their ultimate resolution, informing integral personnel as warranted. The 
Internal Auditor ensures that these cases will be posted publicly (e.g., Disaster 
Recovery website). 

HUD OIG HOTLINE NUMBER 

As per 83 FR 5844, instances of any fraud, waste, or abuse is to be reported via the 
HUD OIG Hotline: 

1-800-347-3735 

Toll-Free and Toll Access Number for Federal Relay:  

(800) 877-8339  

TTY/ASCII (American Standard Code for Information Interchange) – Allows TTY 
Users to type their conversation. 

The Hotline is the primary means to submit allegations of fraud, waste, abuse, 
mismanagement or Whistleblower related matters within the U.S. Department of 
Housing and Urban Development (HUD) and HUD Funded programs to the Office of 
Inspector General (OIG). 

The Internal Auditor will acquire overall knowledge of the Program’s processes, 
policies, risks and controls in order to provide independent assurance that the 
Program is in compliance in all relevant areas, to include administrative, financial 
and operational functional areas. 

The Internal Auditor shall report significant findings and issue periodic (quarterly) 
audit reports to the Oklahoma Department of Commerce Executive Director. These 
reports will be posted to the Disaster Recovery website on a quarterly basis. The 
Internal Auditor shall remain independent of all external influence throughout his or 
her tenure with the Oklahoma Department of Commerce. 

MONITORING OF ODOC CONTRACTORS 

Substantial and meaningful involvement of the project lead of the Department is 
critical to the success of any contractor engagement. The CDBG-DR Programs 
Planner and Programs Representative will have an active participation in both the 
planning and execution of a monitoring contractor if one is used. In summary: 

• The contractor, if procured, will not make any management decisions, 
perform any management functions, or assume any management 
responsibilities. 
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• Deliverables provided to ODOC/CD by the contractor may be disclosed by 
the Department to the Department only for their informational purposes 
and solely in their capacity as Leadership of the Department. 

• Deliverables provided to the Department hereunder by the contractor may 
be disclosed by the Department to the Department’s independent 
accountants to the extent required solely in connection with their audit of 
the Department’s financial statements. 

• The contractor will retain copies of the deliverables and any information 
evidencing the contractor’s performance of the Services hereunder and 
any Department confidential information contained in such retained 
materials shall remain subject to our confidentiality obligations set forth in 
the General Business Terms. 

 

During the term of this engagement, ODOC/CD may request that the contractor 
perform additional services that are not encompassed in the contractor letter. The 
contractor may perform such additional services upon receipt of a separate signed 
engagement letter with terms and conditions that are acceptable to the contractor 
and the Department. 

ODOC/CD shall cooperate with the contractor in the performance of the services, 
including providing the contractor with reasonable facilities and timely access to 
data, information, and personnel. ODOC/CD shall be solely responsible for, among 
other things (a) the performance of its personnel and agents; (b) making all 
management decisions, performing all management functions, and assuming all 
management responsibilities; (c) designating a competent management member 
to oversee the Services (presently the Program’s Planner, ); (d) evaluating the 
adequacy and results of the services; (e) accepting responsibility for the results of the 
services; and (f) establishing and maintaining internal controls, including monitoring 
ongoing activities. The consultant shall be entitled to rely on all decisions and 
approvals of ODOC/CD. 

The contractor will be responsible for onsite monitoring if they are used. The 
contractor will be required to adhere to all guidelines on onsite monitoring for which 
ODOC/CD has already laid out in this section. Contractors will be required to 1) 
Contact subrecipients to schedule an onsite monitoring visit, 2) Travel to 
subrecipient location, 3) Fill out monitoring checklists that are provided by ODOC 
and note whether subrecipients are or are not compliant with the Federal and State 
regulations outlined in the checklist, 4) Include a separate document with 
explanations and reasoning for each regulation and why they have or have not met 
such requirement, and 5) Deliver filled out checklists and explanations to ODOC/CD 
within five (5) business of days of completing the checklist. In the even that the 
contractor must gather additional documents from the subrecipient in order to 
justify that said subrecipients have met Federal and State guidelines, such 
documentation must also be submitted to ODOC/CD within five (5) days of 
completing the monitoring checklist. These tasks will be outlined in the contractor’s 
contract between them and ODOC/CD, if a contractor for monitoring is procured. 
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The Programs Planner and the Programs Representative will assume oversight of 
the monitoring process for the CDBG-DR grant utilizing the contractor. 

 

Duplication of Benefits 
HUD has instituted specific reporting, written procedures, monitoring, and internal 
audit requirements for each grantee to ensure compliance with program rules for 
CDBG disaster recovery awards, including rules related to prevention of fraud, abuse, 
and duplication of benefits. Several authorities form the foundation of duplication of 
benefit inquiries—the Stafford Act and applicable ‘‘necessary and reasonable cost 
principles” in in the Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards in subpart E of 2 CFR part 200. Supplemental 
appropriations statutes often reinforce and supplement these authorities. 

The Stafford Act directs administrators of Federal assistance to ensure that no 
‘‘person, business concern or other entity’’ will receive duplicative assistance and 
impose liability ‘‘to the extent such assistance duplicates the benefits available to the 
person for the same purpose from another source.’’ 42 U.S.C. 5155(a). Specifically, 
section 312 of the Stafford Act prohibits any person, business concern, or other entity 
from receiving ‘‘any part of such loss as to which he has received financial assistance 
under any other program or from insurance or any other source.’’ 42 U.S.C. 5155(a). 
Duplication occurs when a beneficiary receives assistance from multiple sources for 
a cumulative amount that exceeds the total need for a particular recovery purpose. 
The amount of the duplication is the amount of assistance provided in excess of 
need. The Stafford Act requires a fact specific inquiry into assistance received by 
each person, household, or entity. A grantee may not make a blanket determination 
that a duplication of benefits does not exist for all beneficiaries or recipients under a 
disaster recovery program. As a result, all disaster recovery funds must be governed 
by policies and procedures to prevent duplication of benefits. 

The Federal Register Notice entitled “Updates to Duplication of Benefits 
Requirements under the Stafford Act for Community Development Block Grant 
(CDBG) Disaster Recovery Grantees,” published 6/20/2019, (84 FR 28836 and 28848) 
outlines requirements for disasters declared between 2015 and 2021. 

DOB NOTICE FOR 2019 

The Federal Register Notice entitled “Updates to Duplication of Benefits 
Requirements Under the Stafford Act for Community Development Block Grant 
(CDBG) Disaster Recovery Grantees” on 6/20/19, (84 FR 28836 and 28848) supersedes 
the July 2013 declined loans memorandum: instead, “Grants are subject to the 
requirement under the tenth proviso following the Community Development Fund 
heading of Public Law 115-123 (Declined Loans Provision) and the requirements for its 
implementation in the 2019 DOB Notice.”  

The 2019 DOB notice covers the time period addressed by the Disaster Recovery 
Reform Act (DRRA) (which sunsets on October 5, 2023) and the declined loan 
provision in PL 115-123. The notice provides clarification to duplication of benefits for 
disasters declared between January 1, 2015 –December 31, 2021. 
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The notice does not allow for a “blanket determination” in duplication of benefits, 
but the grantee must conduct an individualized review of each of the subrecipients’ 
applicants to determine that the amount of assistance will not be a duplication of 
benefits by exceeding the unmet needs of an applicant. A review specific to each 
applicant is necessary because assistance available to each applicant varies 
depending on individual insurance coverage, eligibility for various sources of 
assistance, and other factors. Based on this notice, ODOC/CD will utilize a DOB 
consultant to ensure that every applicant and their available assistance is analyzed.  

The following framework for DOB analysis was laid out in the 2019 DOB Notice (84 
FR 28836). The State’s DOB consultant will perform all duties as they relate to DOB 
and the 2019 DOB notice. The following outlines the DOB analysis framework that 
the DOB consultant will follow:  

Assess Applicant Need – The total need of an applicant is calculated based on need 
estimates at a set point in time. Thus, total need is most often the current need. 
Rehabilitation, reconstruction, and new construction are easy to assess through cost 
estimates. For recovery programs of the grantee that do not entail physical 
rebuilding, such as special economic development activities to provide an affected 
business with working capital, the total need will be determined by the 
requirements or parameters of the program or activity. In-kind donations will also 
need to be considered when calculating total need.  In-kind donations are non-cash 
contributions, such as donations of professional services, use of construction 
equipment, or contributions of building materials. While in-kind donations are not 
“financial assistance,” they reduce the amount of CDBG-DR unmet need because 
they reduce the reduce activity costs. Yet, reimbursement programs allow for past 
costs to be a part of the total need if they meet all the requirements for a 
reimbursement. Total need is initially calculated without regard to the program-
specific caps on the amount of assistance. 

Identify Total Assistance – Total assistance includes all reasonably identifiable 
financial assistance available to an applicant. 

Types of Resources Included in Total Assistance – The total assistance for an 
applicant includes funding in the form of cash awards, funds gained from insurance, 
grants, and loans received by or available to each CDBG–DR applicant, including 
awards from local, State or Federal programs, and from private or nonprofit charity 
organizations, but will not include personal assets such as money in a 
checking/savings account (excluding insurance funds or disaster assistance 
deposited into the applicant’s account); retirement accounts; credit cards or lines of 
credit; in-kind donations; and private loans. A private loan is considered a loan that is 
not offered by a governmental entity. Yet, subsidized loans for the same purpose are 
to be included in the DOB calculation unless an exception applies. 

Availability of Resources Included in Total Assistance – Total assistance includes 
funds that are available for assistance, which includes reasonably anticipated 
assistance that has been awarded and accepted but has not yet been received.  
Funds are considered assistance to be available if it is awarded to the applicant but 
is administered by another party instead of being directly deposited with the 
applicant. Assistance is considered available if an applicant: 
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Would have received it by acting in a reasonable manner or by taking the same 
practical steps toward funding recovery as would disaster survivors faced with the 
same situation but are not eligible to receive CDBG–DR assistance; or  

Has received the assistance and has legal authority over it. 

Note that applicants for CDBG–DR assistance are expected to seek insurance or 
other assistance to which they are legally entitled under existing policies and 
contracts, and to behave reasonably when negotiating payments to which they may 
be entitled. 

Further, funds that are not available to an applicant must be excluded from the final 
CDBG–DR award calculation. Funds are not available to an applicant if the applicant 
does not have legal control of the funds when they are received. 

Exclude Non-Duplicative Amounts – Once the total need and the total assistance 
have been determined, the sources should be excluded as non-duplicative for the 
DOB calculation should be identified. Those include funds for a different purpose or 
funds for the same purpose, but a different, allowable use:  

Funds for a Different Purpose – Any assistance provided for a different purpose 
than the CDBG–DR eligible activity, or a general, nonspecific purpose (e.g., ‘‘disaster 
relief/ recovery’’) and not used for the same purpose must be excluded from total 
assistance when calculating the DOB amount. For example, insurance proceeds that 
go towards the rehabilitation or reconstruction of a building for the same purpose as 
CDBG-DR funds would be considered a DOB. Yet, grantees may exclude, as non-
duplicative, insurance proceeds for loss of contents or personal property, or loss of 
buildings, such as a detached garage, that will not be awarded assistance with 
CDBG-DR funds. All insurance funds may be considered a duplication of benefits if it 
is impractical or not feasible to identify the portion of insurance proceeds that are 
considered non-duplicative. Similarly, CDBG–DR assistance paid to a homeowner as 
a housing incentive for the purpose of inducing the homeowner to sell the home to 
the grantee, usually in conjunction with a buyout, are for a different purpose than 
funds provided for temporary housing assistance for rental housing during a time 
when a household is unable to reside in its home. In this case, temporary housing 
assistance may be excluded from the final DOB calculation as non-duplicative of 
funds paid for the housing incentive. 

Funds for Same Purpose, Different Allowable Use – Assistance provided for the 
same purpose as the CDBG–DR eligible activity must be excluded when calculating 
the DOB if the applicant can document that the specific use of the assistance was an 
allowable use and different than the use of the CDBG–DR assistance. As an example, 
the purpose of the CDBG-DR program is housing rehabilitation. Another 
organization provided assistance in the form of a roof replacement and the use of 
the CDBG–DR rehabilitation assistance is for the interior of the house. This would not 
be considered a duplication of benefits. There should be adequate documentation of 
type of assistance received to ensure that CDBG-DR funds are not duplicating other 
forms of assistance. Further, whether the use of the non-CDBG–DR assistance is an 
allowable use depends on the rules imposed by the source that provided the 
assistance. As an example, if an applicant received interim housing assistance 
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through FEMA and was permitted to use such funds for a general housing need, 
these FEMA funds can be excluded as non-duplicative assistance for a CDBG-DR 
housing rehabilitation program. Otherwise, if an applicant received funds for 
housing rehabilitation through FEMA and chose to use such funds for interim 
housing, this would be considered duplicative assistance for a CDBG-DR housing 
rehabilitation program. Lastly, if other assistance is used for minor or temporary 
rehabilitation that enables the applicant family to live in their home instead of 
moving to temporary housing until rehabilitation can be completed, ODOC 
subrecipient programs can undertake remaining work necessary to complete 
rehabilitation. The assessment of total need at the time of application may include 
the costs of replacing temporary materials with permanent construction and of 
completing mold remediation by removing drywall installed with other assistance. 
These types of costs to modify partially completed rehabilitation that the grantee 
determines are necessary to comply with the requirements of CDBG–DR assistance 
do not duplicate other assistance used for the partial rehabilitation. 

Identify the DOB Amount and Calculate the Total CDBG–DR Award – The total 
DOB is calculated by subtracting all non-duplicative amounts from the total 
assistance.  

To calculate the maximum possible amount of CDBG–DR funding assistance an 
applicant could receive, the grantee must: 

1. Identify total need;  
2. Identify total assistance;  
3. Subtract non-duplicative amounts from total assistance to determine the 

amount of the DOB; and 
4. Subtract the amount of the DOB from the amount of the total need to 

determine the maximum amount of the CDBG–DR award.  

MAXIMUM AWARD PROGRAM AMOUNTS 

There are three considerations that can change the maximum award amount. 
ODOC/CD has imposed a program cap that limits the amount of assistance an 
applicant is eligible to receive, which may reduce the potential CDBG–DR assistance 
available to the applicant (Note that ODOC will not fund any rehabilitation or 
reconstruction programs within the 100-year floodplain).  
 
The program caps (there will be no program cap exceptions) for eligible housing 
activities are as follows: 
 
Activity Description Amount 
Elevation As part of the 

rehabilitation/reconstruction 
program only. Elevation is not 
eligible in the 100-year 
floodplain. 

$40,000.00 

Rehabilitation For the 
Rehabilitation/Reconstruction 
Program. 

$70,000.00 
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Voluntary Buyout from 
the 100-year floodplain 
or the Disaster Risk 
Reduction Area (DRRA) 

Housing Incentive $5,000.00 

Voluntary Buyout from 
the 100-year floodplain 
or the Disaster Risk 
Reduction Area (DRRA) 

Pre-flood Fair Market Value 
(based on official appraisal for 
properties valued over 
$10,000 

Pre-flood FMV 

Voluntary Buyout from 
the 100-year floodplain 
or the Disaster Risk 
Reduction Area (DRRA) 

Homeownership Incentive  Up to the median sale 
price of homes in the 
county 

Voluntary Buyout from 
the 100-year floodplain 
or the Disaster Risk 
Reduction Area (DRRA) 

Rental Assistance  For a maximum of 12 
months for an 
affordable rental unit 
outside of the 
floodplain 

 
 

ODOC/CD may increase the amount of an award if greater unmet need is identified 
and documented and if the applicant agrees to repay duplicative assistance it 
receives in the future (as stated as such in the subrogation and assignment 
agreement that all subrecipients are required to sign) (unless prohibited by a 
statutory order of assistance, as discussed in section V.C.). Section 312(b) of the 
Stafford Act permits a grantee (ODOC/CD) to provide CDBG–DR assistance to a 
subrecipient who is or may be entitled to receive assistance that would be 
duplicative if: 

• The subrecipient has not received the other assistance at the time 
ODOC/CD makes its award; and 

• The subrecipient agrees to repay ODOC/CD for any duplicative assistance 
once it is received. 

• The subrecipient’s CDBG–DR award may increase if a reassessment shows 
that the subrecipient has additional unmet need 

Reassess Unmet Need When Necessary – A change in an applicant’s 
circumstances may affect the applicant’s remaining unmet need, meaning the need 
that was not met by CDBG–DR and other sources of assistance. Unmet need can 
become apparent after CDBG–DR assistance has been provided such as: A 
subsequent disaster that causes further damage to a partially rehabilitated home or 
business; a recent increase in the cost of construction materials; vandalism; 
contractor fraud; or theft of materials. Unmet need may also change if other 
resources become available to pay for costs of the activity (such as FEMA or US Army 
Corps of Engineers), reducing the need for CDBG-DR assistance. Any additional 
unmet need must be identified and documented, as well as any reduction in unmet 
need.  
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Overall, the framework for calculating DOB based on the 2019 Notice clarifies the 
types of resources included in the total assistance, as well as the availability. Likewise, 
non-duplicative funds can be excluded if they are altogether for a different purpose 
or if they are for the same purpose, but for a different, allowable use. The 2019 DOB 
Notice expands on the simple DOB framework outlined in earlier notices and 
provides further clarity to the duplication analysis.  

The DOB process in this section is described graphically below: 
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Secondly, the 2019 DOB Notice outlines special considerations for duplication of 
benefits: 

PROGRAMMATIC CONSIDERATIONS 

A. In the case of an economic revitalization programs that provide working 
capital assistance to businesses, working capital assistance is calculated after 
assessing a business’s ability to use its current assets to pay its current 
liabilities. The DOB analysis must consider total assistance, which includes all 
sources of financial assistance available to the applicant to pay a portion of 
liabilities that will become due. 

a. For example, a downtown business alliance might award business 
recovery grants from its funds to cover some of the same liabilities. 
Even if the downtown business alliance does not call its assistance 
‘‘working capital’’ assistance, the amount the business received from 
the downtown business alliance to pay the same costs as the CDBG–DR 
funds is a DOB. Therefore, the basis for calculating CDBG–DR economic 
development assistance and the purposes for which the assistance is 
used should be clearly identified so that DOB can be prevented. Assets 
such as cash and cash equivalents (excluding deposits of insurance 
proceeds or other disaster assistance), inventories, short-term 
investments and securities, accounts receivable, and other assets of the 
business are not financial assistance, although those assets may be 
relevant to underwriting. 

B. CDBG-DR fuds can also be used to restore infrastructure (public facilities and 
improvements) after a disaster but are still subject to the DOB requirements 
outlined in the Stafford Act. If a city needed to rehabilitate their wastewater 
treatment plant, not only would Federal assistance be included as a DOB, but 
local assistance available for this activity as well. If local funds were previously 
reserved for this project but are no longer available, this needs to be 
documented that the city does not have any reserved funds set aside in any 
capital improvement plan. 

C. ODOC may provide a displaced person with rental assistance payments 
(defined under 24 CFR 570.606) made under the Uniform Relocation 
Assistance and Real Property Acquisition Act (URA). Before an issuance of 
rental assistance payments required by the URA, the DOB consultant must 
complete a DOB analysis to ensure that entities such as FEMA did not provide 
rental assistance payments during the same time period. The URA also 
prohibits payments for the same ‘‘purpose and effect’’ as another payment to 
a displaced person (49 CFR 24.3). 

SUBSIDIZED LOANS 

A. The 2019 notice clarifies the treatment of subsidized loans. First, private loans 
are not ‘‘assistance’’ and therefore are not a duplication of benefits. The full 
amount of a subsidized loan available to the applicant for the same purpose 
as CDBG–DR assistance is assistance that must be included in the DOB 
calculation unless one of the exceptions applies. A subsidized loan is available 
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when it is accepted, meaning that the borrower has signed a note or other 
loan document that allows the lender to advance loan proceeds. Note that 
CDBG-DR funds may not be used for activities reimbursable by, or for which 
funds are made available by, the Federal Emergency Management Agency or 
the Army Corps of Engineers. This prohibition (or similar prohibitions) in 
CDBG–DR appropriations acts applies to loans even if the loans would not be 
treated as a DOB under the following exceptions: 

a. According to the 2019 DOB Notice, subsidized loans (including 
forgivable loans) are loans other than private loans. Both SBA and 
FEMA provide subsidized loans, as well as many other sources. 
Subsidized loans are assistance that must be included in the DOB 
analysis.  

i. Subsidized loans are not considered a DOB when they are short-
term loans that can be reimbursable with CDBG-DR funds. If the 
activities paid for by such a loan, such as a low-interest loan from 
a local tax increment financing fund, and the activities they pay 
for are CDBG-DR eligible activities, then the reimbursement of 
the costs paid by the loan does not create a duplication. 

ii. Declined or cancelled subsidized loans (as long as there is 
documentation of the loan being declined or cancelled) are not 
considered a DOB. To exclude declined or cancelled loan 
amounts from the DOB calculation, the grantee must document 
that all or a portion of the subsidized loan is cancelled or 
declined. 

1. Declined loans are loans offered to an applicant, but the 
applicant never signed the loan documents to receive the 
loan proceeds. Declined SBA loans can also be excluded 
and not considered a DOB. Documentation of declined 
loans are only required if information available (e.g., the 
data the received from FEMA, SBA, or other sources) 
indicates that the applicant received an offer for 
subsidized loan assistance, and ODOC/CD, the 
subrecipient, or the DOB consultant is unable to 
determine from that available information that the 
applicant declined the loan. If ODOC or its subrecipient is 
aware that the applicant received an offer of loan 
assistance and cannot ascertain from available data that 
the applicant declined the loan, ODOC’s subrecipient 
must obtain a written certification from the applicant that 
the applicant did not accept the subsidized loan by 
signing loan documents and did not receive the loan. 

2. Cancelled loans are loans that were initially accepted, but 
for various reasons all or portions of the loan was not 
disbursed and is no longer available to the applicant. The 
cancelled loan amount is the amount that is no longer 
available. The cancellation of the loan may be due to the 
default of the borrower, an agreement by both parties to 
cancel the undisbursed amount of the loan, or an 
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expiration on the term for when the loan was available for 
disbursement. For cancelled SBA loans, ODOC must notify 
the SBA that the applicant has agreed to not take any 
actions to reinstate the cancelled loan or draw any 
additional undisbursed loan amounts. Documentation 
must be maintained to show if all or portion of a loan was 
cancelled. Without this documentation, any approved but 
undisbursed portion of a subsidized loan must be 
included in the grantee’s calculation of the total assistance 
amount unless another exception applies. Adequate 
documentation includes either: 

a. A written communication from the lender 
confirming that the loan has been cancelled and 
undisbursed amounts are no longer available to the 
applicant; or  

b. A legally binding agreement between the 
subrecipient and the applicant that indicates that 
the period of availability of the loan has passed and 
the applicant agrees not to take actions to reinstate 
the loan or draw any additional undisbursed loan 
amounts. 

3. Subsidized loans are not considered a DOB when they 
meet the requirements for a statutory exception under 
the DRRA’s amendments to the Stafford Act. These 
exceptions only apply to major disasters or emergencies 
declared between January 1, 2016 and December 31, 2021. 
However, this amendment sunsets and these exceptions 
no longer apply after October 5, 2023. For DRRA Qualifying 
Disasters, FEMA has advised that a loan is not a prohibited 
duplication of benefits under section 312(b)(4)(C) of the 
Stafford Act, as amended by section 1210 of the DRRA, 
provided that all Federal assistance is used toward a loss 
suffered as a result of a major disaster or emergency. 

a. Treatment of Disbursed Loans That Meet the 
Statutory Exception Under the DRRA Amendments 
– FEMA advises the following statement regarding 
the repayment of existing loan amounts: “Whether 
particular federal grant funds are available for the 
purpose of paying down a loan provided for disaster 
losses is a determination reserved for the grant 
awarding agency, pursuant to its statutory program 
authorities and appropriations.” This is further 
defined in Subsection 4– Use of CDBG–DR for 
Reimbursement of Costs Paid by Subsidized Loans 
Following DRRA Qualifying Disasters. 

b. Treatment of Undisbursed Loans That Meet the 
Statutory Exception Under the DRRA Amendments 
- Accepted but undisbursed loan amounts, 
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including SBA loans, are not considered a DOB. 
ODOC’s subrecipients may revise awards to 
applicants with undisbursed subsidized loan 
assistance from SBA or other sources to provide 
additional CDBG–DR assistance. The amount of 
additional CDBG–DR assistance must be based on a 
revised DOB analysis that excludes accepted but 
undisbursed loan amounts from total assistance 
when calculating the maximum CDBG–DR award. If 
ODOC’s subrecipient provides additional CDBG–DR 
assistance, they must notify ODOC/CD and must 
obtain a written agreement from the applicant that 
the applicant will not make additional draws from 
the subsidized loan without the ODOC/CD’s 
approval. ODOC/CD must review and approve any 
subsequent draws to determine whether all Federal 
assistance is used toward a loss suffered as a result 
of a major disaster or emergency, as required by the 
DRRA. 

i. Note that accepted but undisbursed loan 
amounts are not a DOB. Therefore, ODOC/CD 
will exclude such assistance when calculating 
the maximum award amount for a 
subrecipient, as long as the subrecipient has 
a written agreement that the loan holder will 
not make any additional draws on the loan.  

CDBG–DR appropriations acts also includes a statutory order of assistance for 
Federal agencies. CDBG-DR funds may not be used for activities that are 
reimbursable by or completely funded through FEMA or the US Army Corp of 
Engineers (USACE).  Thus, the Programs Planner will verify whether FEMA or USACE 
funds are either 1) available for an activity or 2) the activity can be reimbursable by 
FEMA or USACE. If the application window for FEMA or USACE funds are open, 
applicants should first apply for those funds before receiving CDBG-DR funds. 
Programs Planner and Programs Representative will be responsible for the 
recapture process if assistance is duplicated.  

FEMA regulations at 44 CFR 206.191 have set forth a delivery sequence that defines 
which source of assistance is duplicative for certain programs. CDBG-DR funds are 
not listed in FEMA’s sequence, but CDBG-DR funds would be likely considered a 
duplication of benefits of FEMA funds. Therefore, if CDBG-DR funds are received 
after FEMA funds have been awarded, it is the requirement of the grantee (the State) 
to recapture funds. If the duplicative assistance is received after CDBG–DR, the State 
must collect the DOB or contact HUD for clarification on whether another Federal 
agency is responsible for collecting such funds. 

Finally, per the 2019 DOB Notice, HUD has adopted a policy that applies when two 
disasters occur in the same area, and the applicant has not recovered from the first 
disaster when the second disaster occurs: Applicants are not required to maintain 
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documentation related to the use of public disaster assistance (Federal, State, and 
local) beyond the period required by the agency that provided the assistance for the 
initial disaster if a second disaster affects such recordkeeping. When documentation 
cannot be provided, the grantee may accept a self-certification regarding how the 
applicant used local, State, and Federal assistance, as long as the applicant 
understands the criminal and civil penalties that apply in cases of false claims and 
fraud, and the State can determine that the applicant’s total need is consistent with 
the data the State and its subrecipients have on the damage caused by the 
disasters.  

NOTE: Applicants must continue to follow all requirements to obtain and maintain 
flood insurance as a condition of receiving Federal flood disaster assistance. No 
Federal disaster relief assistance made available in a flood disaster area may be used 
to make a payment to a person for repair, replacement, or restoration for damage to 
any personal, residential, or commercial property if that person at any time has 
received flood disaster assistance that was conditional on the person first having 
obtained flood insurance under applicable Federal law and subsequently having 
failed to obtain and maintain flood insurance as required under applicable Federal 
law on such property. See 42 U.S.C. 5154a. 

In summary, this notice affects the grantee and subrecipients in the following 
conditions: 

i. Funds used for a different purpose other than the activity requested to 
be paid for by CDBG-DR funds are not considered a duplication of 
benefits.  

ii. Funds for the same purpose or activity, but a different allowable use as 
CDBG-DR funds are not considered a duplication of benefits.  

iii. Subsidized loans, whether declined or cancelled, or a portion is 
declined or cancelled, are not a duplication of benefits if the applicant 
meets all other requirements of the CDBG-DR program.  

iv. Short-term subsidized loans can be later reimbursed with CDBG-DR, 
as long as the activities paid for are CDBG-DR eligible activities and the 
loans were taken out prior to the availability of CDBG-DR funds; 

v. Sets a sequence of delivery that defines which Federal funding types 
would be considered duplicative. CDBG-DR funds would be 
considered the duplicative funding source of any FEMA or USACE 
funds that have been or will be paid for an activity.  

vi. Applicants that suffer from multiple disasters in the same area may 
accept a self-certification identifying funds they received for the first 
disaster in order to receive funds for the second disaster. The applicant 
must be advised of the criminal and civil penalties that apply in cases 
of false claims and fraud and the grantee must determine that the 
applicant’s total need is consistent with data the grantee has about 
the nature of damage caused by the disasters. 

ODOC RECORDKEEPING REQUIREMENTS 

The State shall comply with § 200.334 Retention Requirements for Records. Financial 
records, supporting documents, statistical records, and all other non-Federal entity 
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records pertinent to a Federal award must be retained for a period of three years 
from the date of submission of the final expenditure report. 24 CFR 570.490 also 
requires records of the State and units of general local government, including 
supporting documentation, shall be retained for the greater of three years from 
closeout of the grant. Therefore, the State will retain all necessary documents as 
required by 2 CFR § 200.334 and 24 CFR 570.490 for 3 years after the closeout of the 
grant.  

PROCEDURES FOR DUPLICATION OF BENEFITS 

In order to prevent DOB, the State will procure a DOB consultant to implement 
CDBG-DR DOB procedures. The DOB consultant will perform the initial DOB analysis 
on the subrecipients, perform a DOB analysis on each individual homeowner once 
the subrecipients’ applicants are determined, establish a database for the collection 
of data on each resident/client receiving any portion of the Funding with quarterly 
updates to any changes in funding sources, and ensure compliance for all 
Duplication of Benefits information for the entirety of the CDBG-DR grant lifespan of 
six (6) years with ODOC/CD oversight. 

The awarded DOB consultant will perform a calculation based upon the 2019 DOB 
Notice framework for DOB analysis. This will be completed by: (1) Identifying total 
need; (2) identifying total assistance; (3) subtracting non-duplicative amounts from 
total assistance to determine the amount of the DOB; and (4) subtracting the 
amount of the DOB from the amount of the total need to determine the maximum 
amount of the CDBG–DR award. This activity will be monitored for accuracy and 
completeness by ODOC/CD. The DOB consultant will implement the following 
framework for its initial determination and prevention, as well as its quarterly 
updates to ODOC/CD, of Duplication of Benefits for the CDBG-DR Program: 

A. Identify Total Need. The DOB consultant will first determine the applicant’s 
total post disaster need in the absence of any duplicative benefits or program 
caps using the framework provided in the 2019 DOB Notice. This will be 
determined through an Information Sharing Access Agreement (ISAA) with 
the DOB consultant and FEMA. The DOB consultant will use this data 
gathered to identify total need for an applicant post disaster. (For housing and 
infrastructure programs, the State will require an applicant to obtain 
professional construction cost estimates on all projects seeking assistance) 

a. ODOC/CD has an informal agreement with the Oklahoma Housing 
Finance Agency (OHFA) to review construction costs, ensuring costs are 
reasonable and consistent with market costs at the time and place of 
construction. The DOB consultant will send Programs Planner all cost 
estimates for CDBG-DR activities and the Programs Planner will review 
the submissions. The Programs Planner will work with an OHFA 
representative to ensure that all cost estimates during the DOB analysis 
are reasonable. 

b. ODOC/CD has already entered into a FEMA State Agreement (FSA) for 
all data as it pertains to DR-4438. ODOC/CD has partnered with the 
Oklahoma Department of Emergency Management in obtaining this 
FSA. ODOC/CD’s DOB consultant will also receive data from FEMA 
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through their own Information Sharing Access Agreement (ISAA) once 
they have met the necessary requirements to obtain such data per 
FEMA standards.  

c. ODOC/CD has already entered into an ISAA agreement with FEMA for 
their set of PII data in relation to policyholder and repetitive loss data 
through NFIP and will require their DOB consultant to also enter into 
their own ISAA agreement with FEMA for NFIP data as it relates to DR-
4438. NFIP data will identify who holds a policy for flood insurance 
through NFIP and their number of claims prior to the DR-4438 disaster, 
as well as any claims they made for the DR-4438 disaster and any funds 
they received or are in the process of receiving.  

i. While ODOC/CD recognizes the need to continually check for 
updated insurance claims through the NFIP program to ensure 
there is no duplication of benefits, it is important to note that the 
open period to make claims for the DR-4438 disaster has passed. 
Residents of affected areas are no longer able to submit claims 
for NFIP or FEMA Individual Assistance. Thus, ODOC/CD will 
utilize its data sharing agreement with FEMA NFIP data by 
checking for applications that have already been received, but 
funds have yet to be disbursed. 

d. ODOC/CD will enter into a data sharing agreement with SBA as well to 
ensure there is not a duplication of benefits with CDBG-DR funds. 
ODOC/CD will contact the SBA office of disaster assistance and request 
data on all claims filed for the DR-4438 disaster in the 27 eligible 
counties in Oklahoma. ODOC/CD will follow SBA’s rules and guidance 
as to what steps they must take to receive this data. Once ODOC/CD 
receives this data it can be analyzed to ensure there is no duplication of 
benefits per the 2019 DOB Federal Register Notice. ODOC/CD’s DOB 
consultant will be required to enter into their own individual 
agreement with SBA to ensure there is no duplication of benefits for 
the remainder of the grant lifespan.  

B. Identify total assistance available to the person or entity.  
a. The DOB consultant will then identify the total assistance received and 

available. Assistance includes all benefits available to a funding 
recipient; including cash and other resources such as insurance 
proceeds, grants, and SBA loans (private loans not guaranteed by SBA 
are exceptions and will not be included in accordance with guidance 
from HUD). The DOB consultant will identify all assistance received by 
each person, business concern, or other entity, via insurance, FEMA, 
SBA, other local, state, or federal programs, and private or nonprofit 
charity organizations. The homeowner, business and/or Unit of General 
Local Government (UGLG) will be required to sign a “Consent and 
Release Form”. This form will allow ODOC/CD to share all of the owner 
information and all owner non-public personal information with 
agencies and companies, such as Federal government entities and the 
State’s DOB consultant, in order to process the application of CDBG-DR 
funds. Each “Consent and Release Form” will be used for the legal 
sharing of information required for completing the duplication of 



2019 CDBG-DR Policies and Procedures Manual 36 
 

benefits check. In addition, each applicant for CDBG-DR funds will be 
required to complete an “Insurance and Other Fund Sources Affidavit”. 
This form will be used to collect information on assistance received by 
the homeowner and/or entity for the same purpose. All collected 
information will be used by the DOB consultant to identify total 
assistance available. 

b. Identify reasonably anticipated assistance, such as future insurance 
claims, approved SBA loan proceeds, or pending funding awards 
through other entities. This assistance will be provided through the 
data sharing agreement with FEMA and the DOB consultant. 
Reasonably anticipated funds include assistance that has been 
awarded but has not yet been received. This information will be 
entered in the database for calculation of the CDBG-DR unmet need. 
This assistance will be subtracted from the total post disaster need for 
an applicant, as they are considered duplicative. To address any 
potential duplication, beneficiaries and other recipients will be required 
to sign a “Subrogation and Assignment Agreement” to repay any 
assistance later received for the same purpose as the CDBG-DR funds. 
The signing of this document ensures that if the applicant receives 
additional funds, the applicant pays ODOC/CD back enough to prevent 
any duplication of benefit. This also ensures that CDBG-DR funds are 
not being used to cover losses already covered by “any other source”. 
(Ref. Sec. 312. Duplication of Benefits (42 U.S.C. 5155) Ensuring 
compliance of all DOB data and analysis will be carried out by the DOB 
consultant for the six (6) year grant agreement with ODOC/CD 
oversight. 

i. ODOC/CD currently has FEMA verified data on assistance 
received to disaster survivors. ODOC/CD has contacted NFIP and 
SBA to ensure that future claims can no longer be made for the 
DR-4438 disaster. With the Consent and Release Form, the DOB 
consultant will continue to check for DOB with all sources the 
subrecipients and beneficiaries have made claims with, as well as 
check for any new claims made if the window for submitting 
claims for any entity is still available. The DOB consultant will also 
be required to check and update a database detailing any future 
disaster assistance that may be available for the DR-4438 
disaster over the grant lifespan to ensure that there is no 
duplicative assistance throughout the grant lifespan. 

C. Subtract non-duplicative amounts from total assistance to determine the 
amount of the DOB. Once the potential award is determined and the total 
assistance received, or to be received, the following assistance will be 
excluded for duplication of benefit purposes: (1) assistance provided for a 
different purpose; (2) used for the same purpose, but a different, eligible use; 
(3) not available to the applicant; (4) private loan not guaranteed by SBA; or (5) 
any other asset or line of credit available to the applicant. However, the State 
will take into consideration that funding for the repair, replacement, 
rehabilitation, or new construction of public facilities or improvements could 
potentially involve a duplication of benefits.  The owner of these facilities must 
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be able to address whether other sources of funds are available for that same 
purpose and for that specific project because funds used directly by State and 
other government entities for public facilities or other purposes are also 
subject to the duplication of benefits prohibitions under the Stafford Act. 
Subtracting the total amount of funds that would be considered duplicative 
from the total need gives the current unmet need for subrecipients.  

D. Subtract the amount of the DOB from the amount of the total need to 
determine the maximum amount of the CDBG–DR award. The DOB 
consultant can then subtract the total DOB calculated from the total need to 
determine the unmet need at a certain point in time. Based on the program 
cap amount, ODOC/CD can then determine how much assistance an 
applicant is eligible for based upon the current unmet need identified by the 
DOB consultant and the program assistance cap set by ODOC/CD.  

Example: Basic DOB Framework Calculation 
 

Basic Framework for Calculating CDBG DR Duplication of Benefits 

1. Identify Applicant’s Total Need Prior to Any Assistance $100,000 

2. Identify All Potentially Duplicative Assistance $35,000 

3. Deduct Assistance Determined to be Duplicative $35,000 

4. Maximum Eligible Award (Item 1 less Item 3) $65,000 

5. Program Cap (if applicable) $50,000 

Final Award (lesser of Items 4 and 5) $50,000 

 

The DOB consultant will then be required to submit the above DOB analysis for each 
CDBG-DR subrecipient onto the OKGrants system for both ODOC/CD and its 
subrecipients to keep records of such files. The DOB consultant will be required to 
maintain a database of subrecipient records that detail their assistance from other 
sources, subrogation agreements, written letters of agreement such as the Consent 
and Release Form, and any other subrecipient documents used to verify unmet 
need and total assistance received. The DOB consultant will also be required to 
submit quarterly updates to ODOC/CD, verifying when a DOB has occurred. 
ODOC/CD will maintain oversight of the DOB consultant throughout the grant 
process and assume responsibility of the recapture process, should a DOB occur. 

The Oklahoma Department of Commerce (ODOC/CD) working through the 
Oklahoma Office of Management & Enterprise Services (OMES) will invite the 
submission of a Statement of Qualifications to provide Duplication of Benefits 
analysis and verification and ensuring compliance services including the execution 
of Subrogation Agreements for the Community Development Block Grant Disaster 
Recovery program (CDBG-DR). Duplication of Benefit requirements are prescribed 
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by Section 312 of the Robert T. Stafford Disaster Assistance and Emergency Relief Act 
(42 U.S.C 5155). A copy of the Amendment of Solicitation will be placed on 
ODOC/CD’s Disaster Recovery website found at 
(https://www.okcommerce.gov/reporting- compliance/cdbg-disaster-recovery-2019/). 

Duplication of Benefits – ODOC/CD Oversight and Consultant 
Responsibility 

Substantial and meaningful involvement of the project leads of the Department is 
critical to the success of this engagement. The Programs Planner and Programs 
Representative will have an active participation in both the planning and execution 
of the DOB engagement. In summary: 

• The DOB consultant will not make any management decisions, perform any 
management functions, or assume any management responsibilities. 

• Deliverables provided to ODOC/CD by the DOB consultant may be disclosed 
by the Department to the Department only for their informational purposes 
and solely in their capacity as Leadership of the Department. 

• Deliverables provided to the Department hereunder by the DOB consultant 
may be disclosed by the Department to the Department’s independent 
accountants to the extent required solely in connection with their audit of the 
Department’s financial statements. 

• The DOB consultant will retain copies of the deliverables and any information 
evidencing the DOB consultant’s performance of the Services hereunder and 
any Department confidential information contained in such retained 
materials shall remain subject to our confidentiality obligations set forth in the 
General Business Terms. 

During the term of this engagement, ODOC/CD may request that the DOB 
consultant perform additional services that are not encompassed by the DOB 
engagement letter. The DOB consultant may perform such additional services upon 
receipt of a separate signed engagement letter with terms and conditions that are 
acceptable to the DOB consultant and the Department. 

ODOC/CD shall cooperate with the DOB consultant in the performance of the 
services, including providing the DOB consultant with reasonable facilities and 
timely access to data, information, and personnel. ODOC/CD shall be solely 
responsible for, among other things (a) the performance of its personnel and agents; 
(b) making all management decisions, performing all management functions, and 
assuming all management responsibilities; (c) designating a competent 
management member to oversee the Services; (d) evaluating the adequacy and 
results of the services; (e) accepting responsibility for the results of the services; and 
(f) establishing and maintaining internal controls, including ensuring compliance for 
ongoing activities. The DOB consultant shall be entitled to rely on all decisions and 
approvals of ODOC/CD. 

The DR Programs Planner and Programs Representative will assume oversight of 
the DOB process for the CDBG-DR grant utilizing the DOB consultant. The Programs 
Planner and Programs Representative will thoroughly check all initial DOB analyses 
performed by the DOB consultant. The Programs Planner and Programs 
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Representative will also take monitoring samples of the DOB analyses twice per year 
to ensure that the DOB consultant is adhering to all contractual obligations, as well 
as following Federal and State guidelines to ensure the State’s CDBG-DR programs 
are in compliance. The Programs Planner will communicate via phone and email 
within one (1) business day if the DOB consultant has done any DOB analyses 
incorrectly and will require the consultant, per contract obligations, to perform a 
new DOB analysis on any applicants whose analyses was initially done incorrectly. 
The DR Programs Planner will check any analyses that had to be redone to ensure 
compliance. All DOB analyses for each applicant will have the time and date 
documented when the analysis was done and will be retained in the applicants’ files 
and uploaded to OKGrants. Any subsequent DOB analyses done by the DOB 
consultant over the six (6) year lifespan of the grant will be checked for 
completeness and accuracy by the Programs Planner. Any updates to a DOB 
analysis will be uploaded to the OKGrants system as well and will need the time and 
date of when the new analysis was done.  

Both the subrecipient and its CDBG-DR applicants will be required to sign a 
subrogation and assignment agreement requiring any duplicative assistance to be 
repaid to the lender. For applicants, they will be required by the following 
agreement to repay funds to their lender, ODOC’s subrecipients. For the 
subrecipients, they will be required by this agreement to repay funds to their lender, 
ODOC. The below is a sample of the subrogation and assignment agreement that all 
subrecipients and applicants must sign, upload to OKGrants, and retain on file: 

SUBRECIPIENT PROCEDURES FOR DUPLICATION OF BENEFITS 

Subrecipients will be required to submit the following documentation at the time of 
application to the OKGrants System: 

• Duplication of Benefits (DOB) Chart identifying all funds from other sources 
received for the DR 4438 disaster (attached to this manual) 

• A signed Subrogation Agreement between ODOC and the subrecipient 
(attached to this manual and written above) 

• DOB Policies and Procedures detailing how the subrecipient will check and 
avoid duplication of benefits. These policies and procedures need to reflect 
the DOB analysis required by the 2019 DOB Notice 

If subrecipients have individual beneficiaries, they will be required to submit the 
following documentation to the OKGrants System for each individual beneficiary 
receiving benefits from a CDBG-DR funded program such as a buyout, 
reconstruction, rehabilitation, or reimbursement of funds with CDBG-DR funds: 

• A signed Subrogation Agreement between the subrecipient and the 
individual (one per household) beneficiary (attached to this manual) 

• A signed Consent and Release Form for each individual (one per household) 
consenting to a release of records and information to check for DOB 
(attached to this manual) 

• A signed Insurance and Other Fund Sources Affidavit for each individual (one 
per household) beneficiary (attached to this manual) 
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Subrecipients will be required to submit the above attachments and supporting 
documentation required by the DOB consultant and ODOC through the OKGrants 
System. Subrecipients will be required to submit additional documentation to 
OKGrants if it is requested by the DOB consultant or the DR Programs Planner to 
perform an accurate DOB analysis. Subrecipients will be required to have clear labels 
on all subrecipient information so that the consultant, ODOC, and HUD can easily 
retrieve and analyze files uploaded. Subrecipients will be required recapture funds 
used in any activity shown to be duplicative and return those funds to the Oklahoma 
Department of Commerce. ODOC/CD still maintains all responsibility of the DOB 
process and the responsibility to request funds are returned in the case that a DOB 
is found.  

Duplication of Benefit Check 
In accordance with the Robert T. Stafford Disaster Relief and Emergency Assistance 
Act, (42 U.S.C. §§ 5121 - 5207), applicants must disclose all financial assistance 
awarded and/or received in response to their storm-related damage, including the 
following sources: 

• Federal Emergency Management Agency (FEMA) 
• National Flood Insurance Program (NFIP) and Increased Cost of Compliance 

(ICC) 
• Small Business Administration (SBA) 
• Private insurance 
• Private or nonprofit organizations or donations 
• Disaster Recovery Act (DRA) funding 
• Other state, local, or federal programs 

 

Prior to the award of assistance, the DOB consultant will use the best, most recent 
available data from FEMA, the Small Business Administration (SBA), insurers, and 
any other sources of funding to prevent the duplication of benefits (For example, the 
use of data feeds from FEMA and SBA). ODOC/CD’s DOB consultant will engage in a 
sharing agreement with FEMA, SBA and, as applicable, with other Federal agencies 
to ensure the best available data. 

More specifically, the following are sources of funding assistance provided for 
structural damage and loss that are considered a duplication of benefits and, under 
federal law, must be deducted from any grant assistance amount. 

FEMA Individual Assistance (IA) 
FEMA Individual Assistance (IA) will be determined and verified through the FEMA 
NEMIS database. If the FEMA IA amount cannot be verified through the FEMA 
NEMIS database, the payment amount disclosed by the applicant at the time of 
application will be used. If an applicant can provide documentation demonstrating 
that the FEMA IA amount provided by the FEMA NEMIS database includes amounts 
not paid to cover structural loss, the documentation provided by the applicant to 
adjust the FEMA IA payout amount will be used. The documentation provided by the 
applicant must come from FEMA. 
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FEMA National Flood Insurance Program (NFIP) and Increased Cost of 
Compliance (ICC) 

NFIP flood insurance and Increased Cost of Compliance (ICC) payment information 
from the applicant through the application process will be collected. ODOC/CD and 
the DOB consultant will work directly with NFIP to verify the information provided 
by the applicant. 

Exception: Insurance proceeds taken by a mortgage company as a forced mortgage 
payoff will not be counted as a duplication of benefits, as long as documentation 
from the mortgage company shows that the payoff was involuntary. The applicant 
will need to provide supporting documentation demonstrating that the mortgage 
payment was involuntary, and the DOB consultant will attempt to verify this 
information with the applicant’s mortgage company. Voluntary mortgage payoff 
using insurance proceeds is a duplication of benefits that will be counted against an 
applicant’s award. 

Small Business Administration (SBA) Loans 
Federal regulations deem SBA loans for repair to be a duplication of benefit for 
federally funded repair programs unless a waiver request is approved in accordance 
with the provisions of the Disaster Recovery Reform Act (H.R. 302 signed into law in 
October 2018) or an exception in the 2019 DOB Notice applies. ODOC/CD will obtain 
a data feed provided by SBA to verify all approved amounts for SBA loans and check 
for any outstanding loans that may still be processing. The Program will collect 
specific information from SBA that breaks out the approved SBA loan amounts into 
the different categories of assistance (e.g., real property, personal property, vehicles, 
etc.). 

Duplication of benefit analysis for SBA loans shall follow the Federal Register Notice 
entitled “Updates to Duplication of Benefits Requirements Under the Stafford Act for 
Community Development Block Grant (CDBG) Disaster Recovery Grantees” 
published on 6/20/2019, (84 FR 28836) on guidance for exceptions when subsidized 
loans are not a duplication: 

• Short-term subsidized loans for costs later reimbursed with CDBG–DR will not 
be considered a DOB if the applicant obtained a subsidized short-term loan to 
pay for eligible costs before CDBG-DR funds were available.  

• Cancelled loans or portions of cancelled SBA loans are not considered DOB if: 
• A written communication from the lender confirming that the loan has been 

cancelled and undisbursed amounts are no longer available to the applicant; 
or  

• A legally binding agreement between the CDBG–DR grantee (or local 
government or subrecipient administering the CDBG–DR assistance) and the 
applicant that indicates that the period of availability of the loan has passed 
and the applicant agrees not to take actions to reinstate the loan or draw any 
additional undisbursed loan amounts. 

The State will not treat declined SBA loans as a DOB (but can consider declined 
subsidized loans for other reasons, such as underwriting) if all requirements are met 
per 84 FR 28836.  
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Private Insurance 
All property or casualty insurance, including flood and settlement amounts for loss 
to dwellings, are deducted from the applicant’s funding assistance award. Private 
insurance payments for contents or other expenses are not deducted from the 
applicant’s award. Insurance proceeds are initially determined through applicant-
provided information. Applicants must also authorize the DOB consultant to contact 
third-party private insurance providers to verify information provided by the 
applicants. Third-party re-verification will only occur if the applicant self-certifies that 
a claim has been filed and the applicant is unable to provide a claim summary. 

Exception: Insurance proceeds taken by a mortgage company as a forced mortgage 
payoff will not be counted as a duplication of benefits, as long as the applicant 
provides adequate documentation. The applicant will need to provide supporting 
documentation demonstrating that the mortgage payment was involuntary, and 
the DOB consultant will attempt to verify this information with the applicant’s 
mortgage company. Voluntary mortgage payoff using insurance proceeds is a 
duplication of benefits that will be counted against an applicant’s award. 

Other Assistance 
Assistance received for the same purpose of a housing recovery grant, such as 
funding provided by a non-profit entity to assist applicants with rebuilding their 
home, must be reported by applicants through the application process and must be 
accounted for and verified by the DOB consultant. In addition, support 
documentation related to other duplicative funding sources must be provided by 
the applicant and verified and applied as a duplication of benefits by the DOB 
consultant. 

Loan Definitions 
Private Loans 

A loan that is not provided by or guaranteed by a governmental entity, and that 
requires the CDBG–DR applicant (the borrower) to repay the full amount of the loan 
(principal and interest) under typical commercial lending terms, e.g., the loan is not 
forgivable. 

Subsidized Loans 

Subsidized loans (including forgivable loans) are loans other than private loans. Both 
SBA and FEMA provide subsidized loans for disaster recovery. 

Declined Loans 

Declined loan amounts are loan amounts that were approved or offered by a lender 
in response to a loan application, but were turned down by the applicant, meaning 
the applicant never signed loan documents to receive the loan proceeds. 

Canceled Loans 

The borrower has entered a loan agreement, but for a variety of reasons, all or a 
portion of the loan amount was not disbursed and is no longer available to the 
applicant. Documentation is required. The loan cancellation may be due to default of 
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the borrower, agreement by both parties to cancel the undisbursed portion of the 
loan, or expiration of the term for which the loan was available for disbursement. 

METHODS FOR VERIFYING DUPLICATION OF BENEFITS 

In order to accurately document the amount of other assistance provided to the 
applicant, ODOC/CD’s DOB consultant will enter into a data sharing agreement with 
FEMA to obtain all data pertaining to federal and private donation dollars received 
per client for the DR-4438 presidentially declared disaster. This data will be used to 
identify funds provided for applicants post disaster and identify if any of those funds 
would be considered duplicative. ODOC/CD’s requirements for the DOB consultant 
will include but will not be limited to a database listing all damages, unmet needs, 
and assistance received per client, a detailed method of analysis on DOB and future 
sources of assistance that reflects all requirements outlined in the applicable Federal 
Register Notices, and updates on DOB analysis and/or overall progress at agreed 
upon intervals.  

The following Individual Assistance data points, as suggested by HUD, were 
requested by ODOC/CD through their FSA agreement with FEMA. ODOC/CD is 
requiring their DOB consultant to request these same data points through their own 
ISAA agreement with FEMA in order to analyze DOB:  

• Applicant Name 
• FEMA ID 
• Damaged Street Address 
• Damaged City 
• Damaged State 
• Damaged ZIP (ZIP 5) 
• Damaged Latitude (if available) 
• Damaged Longitude (if available) 
• Household Composition 
• Income 
• Special Needs (YIN) 
• Own/Rent 
• Insurance 
• Insurance Company 
• Insurance Settlement 
• Flood Insurance 
• Inspection (YIN) 
• Residence Type 
• Real Property FEMA Verified Loss (RP FVL) 
• Destroyed (YIN) 
• Water Level 
• Flooded (YIN) 
• Foundation Damage (YIN) 
• Foundation Damage Amount 
• Roof Damage (YIN) 
• Roof Damage Amount 
• TSA Eligible (YIN) 
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• TSA Received (YIN) 
• Rental Assistance Received (YIN) 
• Rental Assistance Amount 
• Rental Assistance Ineligible Reason 
• Repair Received (YIN) 
• Repair Amount 
• Repair Ineligible Reason 
• Replacement Received (YIN) 
• Replacement Amount 
• Replacement Ineligible Reason 
• SBA Eligible (YIN) 
• SBA Received Amount 
• Renter Damage 
• Habitability Repairs Required (YIN) 
• Rental Assistance End Date 
• Rental Resource Street 
• Rental Resource City 
• Rental Resource State 
• Rental Resource ZIP (ZIP 5) 

ENSURING COMPLIANCE WITH DUPLICATION OF BENEFITS 

Ensuring compliance with Duplication of Benefits over the entirety of the grant 
lifespan will be done by ODOC/CD’s DOB consultant with ODOC oversight. Ensuring 
compliance will begin on the date of the signed contract agreement. An agreement 
of ensuring Duplication of Benefits for six (6) years will be made between the DOB 
consultant and ODOC/CD. This period of six (6) years was agreed upon because of 
the length of the grant agreement with ODOC/CD and HUD, therefore requiring an 
agreement of at least the same length with ODOC/CD and the DOB consultant. A 
time period of greater than six (6) years was not appropriate based on funding 
availability. 

The initial DOB analysis will be conducted by the DOB consultant on each 
subrecipient and their activities before ODOC/CD provides a “Release of Funds” to 
the subrecipients’ activities. The DOB consultant will also perform a DOB analysis on 
each applicant per subrecipient, maintaining a detailed database of applicant 
funding information, and will continue to ensure compliance and provide updates to 
ODOC/CD on a quarterly basis. The schedule for these updates will be every 10th of 
the months of January, April, July and October for the contracted years. A final DOB 
analysis will be performed by the DOB consultant before the closeout of the CDBG-
DR grant.  

Once a DOB contract is executed, ODOC will adhere to the following procedures in 
order to successfully fund the DOB consultant: 

• Approval for all expenses for State and Federal funds is required by 
Community Development Team Leaders, Budget Officer and the Director.  
Expenses and amounts over $5,000 will require either Executive Director 
or Secretary of Commerce approval. 
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• Once approved, an Acquisition Request is created by the division 
assistant/financial liaison for a Purchase Order (PO).  Acquisition requests 
include all information such as amount, time frame (one-time payment or 
contract), all vendor information and the funding source.  Also included is 
the necessary paperwork that is required by OMES.  Examples:  Sole 
Source, Sole Source Terms, Federal Procurement Justifications, Non-
collusion Affidavit. 

• The purchase order is created by ODOC’s Procurement Office and the PO 
information is sent to the consultant. 

• Invoices should be submitted to Accounts_Payable@okcommerce.gov 
referencing the PO number on the invoice. 

• Procurement office processes invoice includes set key for funding and 
routes to division for approval. 

• The Team Leaders, Budget Officer and the Director of Community 
Development will verify funding source, amount, time frame for services 
and will approve or deny the invoice for payment. 

• Once approved the invoice is returned to Procurement Office for payment. 

Disaster Recovery Reform Act of 2018 (PL 115-254, Division D) (“DRRA”)  
Section 1210 of the DRRA amended the DOB provision in the Stafford Act to add a 
new subsection 312(b)(4)(42 U.S.C. 5155(b)(4)) 

“(4) WAIVER OF GENERAL PROHIBITION. — 

(C) PROHIBITION ON DETERMINATION THAT A LOAN IS A DUPLICATION. 
Notwithstanding subsection (c), in carrying out subparagraph (A), the President may 
not determine that a loan is a duplication of assistance, provided that all Federal 
assistance is used toward a loss suffered as a result of the major disaster or 
emergency.” 

Based on the “Prohibition on determination that a loan is a duplication” subsection 
(C), the following is confirmed: 

• Grantees shall not treat declined loans (including SBA loans) as a DOB or 
consider declined loans in the DOB analysis, but may consider declined 
loans for other reasons, such as underwriting. 

• Documentation (applicant certification) for declined loans is required if the 
grantee has information/data showing that the applicant was offered 
subsidized loan assistance, but that information does not indicate that the 
applicant declined the loan. 

• They can exclude cancelled amounts in the DOB analysis if the grantee has 
(a) a written communication from the lender that undisbursed amounts 
are not available; or (b) a legally binding agreement with the applicant that 
loan is no longer available for disbursement and the applicant agrees not 
to reinstate the loan or accept more disbursements. 

• DRRA amendments apply so that a subsidized loan is not a prohibited 
DOB, provided that all Federal assistance is used toward a loss suffered as 
a result of a major disaster or emergency. 
o Accepted but undisbursed loan amounts are not considered a DOB. 
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o Treatment of undisbursed loan amounts is similar to cancelled loans: 
Assistance for the same purpose as the undisbursed loan requires that 
the grantee notify the lender, obtain applicant’s agreement not to draw 
loan funds without approval, and determine that all Federal assistance 
is used toward a loss resulting from a major disaster or emergency. 

o Updates to the action plan are required if assistance is inconsistent 
with grantee’s plan. 

• Subject to conditions in the 2019 DOB Notice, grantees may grant CDBG–
DR funds to reimburse individuals and businesses (other than the grantee 
or subrecipients) for some costs of CDBG–DR eligible activities that were 
paid with subsidized loans. 

• The waiver excludes FEMA PA (Sec. 406) and IA (Sec. 408) 
• No automatic requirement for the use of federal grant funds to repay 

loans. This will depend on the specific grant program requirements. 

 

Certain rules apply if grantees wish to reimburse CDBG–DR eligible activities that 
were paid with subsidized loans. This affects grantees in the following conditions: 

1. Document that all federal assistance is used toward a loss suffered as a 
result of the major disaster or emergency; 

2. Meet all grant requirements for reimbursement of costs in Federal Register 
notices (see CPD Notice 2015-17), including that the cost is not reimbursable 
by FEMA or Army Corps. 

3. Complete a revised DOB analysis; reimburse before October 5, 2023 when 
the DRRA sunsets; 

4. Document that cost was for an activity that was eligible on the date of 
the 2019 DOB Notice. 

5. If the payment is due to SBA, notify the SBA of the reimbursement and issue 
a joint payment to the SBA and the applicant. For all loans, require the 
applicant to comply with loan requirements related to reimbursement of 
costs. 

6. Advise applicants that submitting an application for CDBG–DR 
reimbursement assistance does not relieve the applicant of a duty to make 
payments on a subsidized loan; and 

7. Document compliance with environmental requirements at 24 CFR part 58. 

ODOC Program Administration & Implementation 
ODOC STAFFING PLAN 

The ODOC/CD Community Development Services Division manages the CDBG-DR 
program. ODOC/CD Staff positions and responsibilities to the program are as follows: 

Programs Manager 
The current Senior CDBG Program Manager has more than a decade of experience 
in CDBG and was centrally involved in administration of the first iteration of 
Oklahoma’s CDBG-DR program. They act as a liaison to HUD staff and assists 
Program Planner and other staff in preparation of state plan documents. They will 
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provide support to the Programs Planner and Programs Representative, as 
necessary. They will also review all Environmental Reviews for projects and 
determine if they meet Federal regulations. 

Programs Planner (CDBG- Disaster Recovery) 
This position takes the lead role in all aspects of the CDBG-DR program, and allows 
for other staff to take a supporting role in CDBG-DR. This position will be the lead 
point of contact for CDBG-DR program planning, implementation, monitoring 
(directly, or indirectly by overseeing contractors or other staff), reporting, DRGR 
management, and closeout. They will manage all communication and partnership 
with subrecipients, funding sources, and state agencies. 

Programs Representative (CDBG-DR/CARES) 
This position supports the CDBG-DR Programs Planner in all aspects of the CDBG-
DR program., including planning, implementation, monitoring, reporting in DRGR, 
and closeout. 

Program Representative (CDBG/CDBGDR) 
This individual has several years of CDBG monitoring experience and will dedicate 
time, as needed, specifically to CDBG-DR oversight, sub recipient management, 
contract implementation and reporting. 

Director of Programs (Monitoring) 
This individual supervises all monitoring activity, including CDBG-DR. In that 
capacity, she reviews, approves and signs all sub recipient monitoring reports and 
ultimately ensures contracts are properly implemented and overseen. 

Director of Programs (Planning) 
This individual supervises all program planning activity, including CDBG-DR. In that 
capacity, she reviews and approves all state plans and program designs, and 
ultimately ensures the program is appropriately drafted. 

OKLAHOMA WATER RESOURCES BOARD (OWRB) 

The OWRB plays an ongoing role in Oklahoma’s overall flood plain planning and 
hazard mitigation strategy. The Oklahoma Department of Commerce has engaged 
with OWRB and explored possible use of CDBG-DR funds for planning, and various 
strategic activities related to flood recovery and resilience. OWRB offers their 
expertise and experience that helps fill knowledge gaps in ODOC’s staff. 

OKLAHOMA OFFICE OF EMERGENCY MANAGEMENT (OEM) 

The OEM administers FEMA funding and coordinates most aspects of Oklahoma’s 
general response to any disaster. They facilitate regular meetings of all parties who 
administer any aspect of disaster recovery, of which CDBG-DR is a part. They are a 
valuable partner and provide FEMA related data to ODOC to help design the CDBG-
DR method of distribution. 
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OKLAHOMA HOUSING FINANCE AGENCY (OHFA) 

The OHFA administers HUD HOME funding and Housing Trust Fund. They are a 
close partner to ODOC in our yearly Consolidated Plan. They have agreed to provide 
staff time and expertise to review all housing related aspects of the CDBG-DR 
program. They are aware of the needs in the most disaster impacted areas of the 
state, and they are aware of the housing priority of the CDBG-DR program. They 
have already provided insight that has proven valuable to the tentative draft design 
of the CDBG-DR program and will continue to do so. 

Building the Administrative Record 
A. The Administrative Record will include all documents considered, either directly or 
indirectly, by ODOC DR staff in reaching a final decision on an issue. Documents can 
include contracts, forms, agreements, internal memoranda and notes, 
correspondence, email, electronic submissions, and any other document considered 
by the decision-maker and/or staff in reaching the decision. It can be used by ODOC 
DR staff to take enforcement actions (e.g., to reduce or terminate a participant’s 
grant) or to defend ODOC’s decision if sued. Once the final decision is made, the 
Administrative Record cannot be supplemented with subsequent documents. 

B. ODOC DR staff will ensure that it has a sufficient administrative record that 
supports its decisions so that ODOC can defend itself against appeals of the decision. 
In HUD-CPD and Disaster Recovery programs, that provide the participant an 
opportunity for a hearing before an administrative law judge before ODOC can 
reduce or terminate the grant, ODOC must have the evidence to support the 
determination that the sub recipient failed to substantially comply with the program 
requirement. The administrative record provides the primary evidence. 

C. All basic documents will be readily available. ODOC DR staff will write 
correspondence with the realization that it can be used effectively either for or 
against ODOC in litigation. Therefore, any written correspondence “stands on its 
own,” whether you initiate it or are replying to a submission from the participant (or 
outside of the ODOC). It should be understandable to a third party reading it for the 
first time months or years later. 

Correspondence containing administrative decisions requires special attention. 
When ODOC DR staff makes a finding, a request for corrective action is being 
conveyed, or ODOC is saying “no” to a request, the letter conveying the decision or 
action needs will show an understanding of the nature of the issue and explain our 
reasons. 

Adverse actions must cite the authority, e.g., the applicable regulation, OMB Circular, 
or statutory provision. ODOC will avoid characterizations or personal opinions in 
written correspondence, whether letters, emails, or internal memorandums. ODOC 
DR staff will answer all correspondence within a reasonable amount of time after 
received. Demands or requests that we make of our subrecipients must be 
reasonable and it must be possible to complete required actions within the time 
allotted. All attachments will be retained to incoming or outgoing correspondence. 
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All dates, signatures, and concurrences will be clearly legible. These actions will help 
protect ODOC against allegations of arbitrary and capricious conduct. 

D.  Telephone calls will be returned promptly. Notes will be taken of such calls, 
including the date of the call, the names of the people who participated in the call, 
and the substance of the conversations. For non-documentary materials, such as 
pictures, videotapes, recordings of interviews, etc., identify each item as to date, 
place, and names or narrators (if applicable). Errors to Avoid: To the extent that 
compliance issues arise with a sub recipient that results in litigation, indefensible or 
incomplete administrative records can hurt ODOC’s ability to prove our case. Some 
of these problems are fixable; some are not. However, any problems either have to 
be corrected before ODOC can go to court or a judgment made by the Local HUD 
Office that a problem is fatal to any enforcement effort. ODOC will be cognizant of 
the problems that are difficult to fix such as: 

• Letters from ODOC DR staff that deny a request but do not explain the basis for 
the denial or cite the wrong authority; 

• Letters from ODOC DR staff containing unreasonable requests, either in time or 
action; 

• Unfulfilled promises by ODOC DR staff; 
• Letters that demonstrate lack of understanding of what a participant was 

asking for or proposing; 
• Actions taken by ODOC DR staff that do not follow our own procedures 

including inconsistencies in making findings; 
• Letters that do not stand on their own (i.e., are not understandable to a third 

party reading them for the first time months or years later); 
• Missing or illegible documents; and/or 
• Letters that clear findings without stipulations or verification of compliance. 

E. Potential Consequences. All ODOC files will be disclosed in litigation if the 
subrecipient requests it. Therefore, ODOC will provide any kind of document, 
particularly internal memos, to avoid conclusions, predictions, or inferences to keep 
the Department from harm in litigation. Note that email messages are retained in 
back-up systems for up to three years after you delete them and, in most cases, 
must be disclosed in litigation. Voice mail messages are generally retained for up to 
three calendar days. All monitoring conclusions must be supported. 

 

Program Training & Compliance Monitoring 
As part of the State’s ongoing responsibilities for the administration of U.S. 
Department of Housing and Urban Development (HUD) federally funded programs, 
the Oklahoma Department of Commerce (ODOC) will conduct comprehensive 
monitoring reviews for all programs and activities governed by Public Law 116-20 
(2019 Disasters) and Federal Register Notices, Vol. 85, No. 17, Monday, January 27, 
2020; Vol. 83, No. 157, Tuesday, August 14, 2018; Vol. 83, No. 28, Friday February 9, 2018, 
Title I of the HCD Act and the CDBG regulations at 24 CFR Part 570, unless modified 
by Waivers and alternative requirements included in the applicable Federal Register 
Notices; 2 CFR Part 200, which provides the Federal Government’s guidance on 
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administrative requirement, cost principals, and audit requirements; and Section 312 
of the Stafford Act. 

The Federal Register Notices provide the regulatory framework established by HUD 
and the State of Oklahoma’s Disaster Recovery Programs. The State of Oklahoma 
and its subrecipients that receive CDBG-DR funds are required to comply with all 
HUD’s rules and regulations concerning program performance and any rules and 
regulations unique to the Disaster Recovery legislation. 

Oklahoma’s Department of Commerce (ODOC) CDBG-DR compliance monitoring 
handbook and monitoring tool provides a guide for areas of programmatic review 
and responsibilities relating to compliance which will enable the DR funding 
subrecipients and the public to understand the program, its objectives, and 
methods to ensure success of the program. ODOC understands the importance and 
need for a compliance program that safeguards all participants in the CDBG-DR 
program and adequately and responsibly carry out the various ethical, legal, and 
fiduciary responsibilities in the administration of its programs and activities. 

The State of Oklahoma as recipient of CDBG-DR funds is responsible for 
safeguarding that the funds are used in accordance with all applicable program 
requirements. ODOC understands that the use of subrecipients does not relieve the 
State of compliance responsibilities. The policies and procedures are consistent with 
those used by HUD to monitor state-administered and entitlement programs and 
are modified as appropriate to monitor specifics of the Disaster Recovery program. 
Reimbursement of expenditures will be disallowed if local governments cannot 
properly document the use of funds that do not address disaster-related needs or 
are clearly not for the greatest need. In such case, the local government receiving 
the funding would be required to refund the amount of such disallowance. 

APPLICABILITY 

ODOC implements an annual CDBG Certified Administrator program to assist 
subrecipients, UGLG’s, in the implementation and administration of a CDBG 
contract. Subrecipients have the option to utilize a certified administrator or can 
administer the contract themselves by sending staff to the certification training, or 
by attending a technical assistance training with ODOC staff. The CDBG technical 
assistance trainings provided are normally based on Risk Assessments performed by 
CDBG staff for contracts awarded under each CDBG set-aside and then schedules 
mandatory trainings to those subrecipients who, by their scores, are required to 
participate such as the Authorized Officials, Financial Officers, and Managers. The 
training is conducted either in person or via online webinar and covers all regulatory 
actions and policy guidance to a regular CDBG program. 

It is intended that the CDBG Certified Administrator program, CDBG training and 
guidance, be used as a prerequisite in administering a contract under the CDBG 
Disaster Recovery program. The subrecipient’s staff, pertinent partners, and certified 
administrators will attend a mandatory CDBG-DR training specific to the policies 
and procedures related to the program. CDBG-DR staff will also conduct a Risk 
Assessment for all subrecipients. 
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As per 83 FR 5856, The State shall attend and require subrecipients to attend fraud 
related training provided by HUD OIG to assist in the proper management of CDBG– 
DR grant funds. Additional information about this training will be posted on the 
HUD website. 

ODOC staff will monitor all CDBG-DR sub recipient contracts by performing daily 
desk monitoring through the State’s web based OK Grants Management System. 
ODOC/CD DR Staff will review all submittals that is required for each subrecipient 
milestone such as procurement procedures of engineering and other services, 
environmental review forms, purchase orders, invoices, fair housing forms, financials, 
equal opportunity forms, payrolls, and Davis Bacon requirements. These daily 
reviews of submittals will ensure that subrecipients are meeting all milestones and 
making timely expenditure deadlines. 

On-site monitoring review visits will utilize a monitoring tool outlining federal and 
state requirements based off of the HUD monitoring checklist. ODOC may, at times, 
utilize contractors to assist staff in performing such reviews as outlined in this guide 
as well as in ODOC’s CDBG-DR Subrecipient Management Guide and updates and 
revisions thereto. 

ODOC will require on-site monitoring when subrecipients have expended 50% of 
funds and again at 85% expended funds. ODOC/CD will ensure that subrecipients 
are on track to achieve milestones set for them and are adhering to all Federal 
guidelines. ODOC Programs Planner and Programs Representative will fill out a 
monitoring checklist to check that subrecipients are following all Federal Guidelines 
for CDBG-DR funds. This checklist is based on the HUD monitoring checklists 
provided to all grantees in Chapter 6 of the CPD Monitoring Handbook, Disaster 
Recovery- Community Development Block Grant: 

https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509
.2/  

OBJECTIVES 

HUD describes monitoring as an integral management control technique and a 
Government Accounting Office (“GAO”) standard. It is an on-going process that 
assesses the quality of a program over a period of time. Accordingly, the monitoring 
process shall provide ODOC information about subrecipients that will be critical for 
making informed judgments about CDBG-DR program effectiveness and 
management efficiency. Monitoring is helpful in identifying occurrences of fraud, 
waste, and abuse. ODOC will use monitoring to accomplish the following objectives: 

• Ensure that all CDBG-DR projects/activities are carried out efficiently, 
effectively, and in compliance with all applicable laws and regulations. 

• Assist subrecipients to improve their performance, develop or increase 
capacity, and augment management and technical skills. 

• Ensure that all subrecipients will be monitored through regular desk and 
on-site reviews and to recommend the appropriate program compliance & 
management steps to reduce fraud, waste and abuse, as well as provide 
for timely expenditures. 

https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2/
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509.2/
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• Ensure compliance roles and responsibilities are clearly established within 
ODOC’s staff and subrecipient’ staff and that care is given in delegating 
authority to the sub recipient. 

• Ensure that subrecipients have written policies and procedures and 
internal control systems capable of ensuring compliance. 

• Ensure that individuals responsible for CDBG-DR compliance and ethics 
have adequate resource authority and competencies to carry out such 
responsibilities. 

• Ensure that subrecipients maintain an effective mechanism to report any 
wrong- doing, including mechanisms to allow for anonymous reporting, 
and protect against retaliation. 

• Ensure that sub recipient reporting requirements are submitted 
accordingly to enable the State to submit compliance reports in a timely 
manner to appropriate agencies, as well as reporting accomplishments in 
the HUD Disaster Recovery Grant Reporting (DRGR) System. 

 

MANAGING THE MONITORING PROCESS 

ODOC DR staff will perform a final on-site monitoring review visit and will issue a 
final report for each subrecipient contract under the Supplemental Disaster 
Program. The ODOC DR Programs Planner performs reviews on a regular/daily basis 
of all submittals within the OKGrants system for all subrecipients, this shall include 
items such as  

• the review of Release of Funds and Environmental Review for each activity,  
• procurement of services policies and contracts,  
• financial reviews such as checking supporting documents for pay advances,  
• budgets & obligation revisions,  
• timely expenditures,  
• program income reporting,  
• Labor Standards to include Contract Awards, contractor weekly progress 

payments and payroll reports, and contractor section 3 reports,  
• Fair Housing Activities,  
• Quarterly Reporting,  
• HUD’s Contractor Reporting Template, and more. 

“On-site monitoring” is a structured review conducted by the ODOC Project Planner 
at locations where project activities are being carried out and where the 
subrecipient must maintain project records. Two on-site monitoring visits will be 
conducted with each sub recipient during a project.  

If there are emergency circumstances that do not allow an in-person visit, desk 
monitoring can occur. Desk monitoring requires alternate methods such as 
document sharing until a complete review of the program can be completed. A 
monitoring tool/checklist template is utilized to ensure that all requirements are 
addressed. 
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The ODOC DR Programs Planner will be thoroughly familiar with the Disaster 
Program requirements and knowledgeable of sub recipient activities for monitoring 
purposes. Preparation for monitoring is critical and includes: 

1.   Understanding governing statutes, regulations and official guidance; and 

2.   Reviewing and analyzing prior financial audits and previous monitoring reports 
and any findings. 

This preparatory work may result in revisions to the individual monitoring strategy, 
either with respect to areas to be covered, estimated time-frames, and or staff 
resources needed/participant staff to be consulted. ODOC will be in constant 
communication with subrecipients by providing the monitoring tool/checklist and 
guidance regarding technical areas that will be carefully reviewed as outlined and 
provided in the CDBG-DR Sub Recipient Grant Management Guide. 

CONDUCTING THE MONITORING 

All monitoring by ODOC DR Staff will consist of the following elements: 

Notification to the Subrecipient 
After the monitoring strategy has been developed, communication with the sub 
recipient to establish a date (whether on-site or remote) is the next step. Once a date 
has been set, formal notification is provided to the sub recipient. Unless there are 
extenuating circumstances, the notification will be sent at least two weeks prior to 
the monitoring. The notice will discuss the monitoring schedule identify the areas to 
be reviewed, and the names and titles of the ODOC DR staff conducting the 
monitoring. It will also request that the necessary staff be available to participate in 
the monitoring entrance meeting. For on-site monitoring, the notice will confirm the 
need for any required services (e.g., conference rooms, telephones, and computers). 
For remote monitoring, the review notice will identify specific information and 
instructions to document the review and a timeframe for submission. 

Entrance Conference 
The purpose of the entrance conference is to: 

1. Explain how the monitoring will be conducted; 
2. Identify and confirm key subrecipient staff that will assist during the 

monitoring; 
3. Set-up or confirm meeting or interview times (including any clients who may 

be interviewed) and, if applicable, schedule physical inspections; 
4. Verify the programs/activities to be reviewed and, if on-site, how access to files 

and work areas will be granted (some programs files can be sensitive; some 
work areas can be hazardous). 

Assessment Process 
Monitoring entails interviews and file reviews to verify and document compliance 
and performance (and can include physical inspections if monitoring is conducted 
on-site). ODOC will require on-site monitoring when subrecipients have expended 
50% of funds and again at 85% expended funds. ODOC/CD will ensure that 



2019 CDBG-DR Policies and Procedures Manual 54 
 

subrecipients are on track to achieve milestones set for them and are adhering to all 
Federal guidelines. ODOC DR Staff will perform all onsite monitoring. ODOC Staff will 
fill out a monitoring checklist to check that subrecipients are following all Federal 
Guidelines for CDBG-DR funds. This checklist is based on the HUD monitoring 
checklists provided to all grantees in Chapter 6 of the CPD Monitoring Handbook, 
Disaster Recovery- Community Development Block Grant: 
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/6509
.2/ 

Within twenty-one (21) days of the monitoring visit, the State’s Subrecipient will 
receive a formal monitoring result(s) letter through OKGrants. This letter will 
summarize the area(s) reviewed, performance expectations, an analysis of what was 
discovered on-site, a conclusion or finding and, if necessary, required State’s 
Subrecipient responses or actions. 

Evaluate 
The monitoring tool/checklist is designed to assess and document compliance with 
program requirements based upon: 

a.   File reviews to determine the accuracy of the information, using both automated 
and manual data and reports submitted to ODOC DR Programs Planner by the sub 
recipient; and 

b.   Interviews with sub recipient staff, contractors, and clients to clarify and 
determine the accuracy of the information, assess level of satisfaction with the 
provision of services or the “end products,” and document performance. Specific 
responses to the Monitoring tool/checklist questions are required. Although this 
approach can take more time up-front, it yields higher quality reviews that provide a 
better picture of the sub recipient grant program for supervisory staff, HUDs Local 
Office, and others who have a need to review performance. The responses to each 
question provide important documentation for ODOC’s administrative record. 

ODOC DR staff will use a commonsense approach and engage in a thorough 
evaluation of data and other information to draw defensible and supportable 
conclusions. ODOC DR staff understand that the main objective of monitoring is to 
assist subrecipients in carrying out their program responsibilities. “Is the program 
purpose being accomplished? Are the program beneficiaries being served as 
intended?” Are program requirements being met? 

Communicate 
Throughout the monitoring, ODOC DR staff will maintain an on-going dialogue with 
the sub recipient. This communication will keep the sub recipient informed as to 
how the monitoring is progressing, enables discussions of any problem areas 
encountered, and provides the participant an opportunity to make “on-the-spot” 
adjustments or corrections or present additional information to help the ODOC DR 
Staff. It also minimizes the potential for surprises to the participant when the exit 
conference is held as well as when the monitoring results are formally 
communicated in writing. 
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Document 
The responses to the questions in the Monitoring tool/checklist form the basis for 
monitoring conclusions and are supplemented by sub recipient records copied or 
reviewed during the monitoring. All checklist questions will be clearly answered 
(both the “Yes/No/N/A” box and the “Findings/Comments” text box). For example, an 
N/A response could indicate either that the question did not apply, or the reviewer 
was unable to answer it (due to time constraints, unexpected problems in other 
areas, etc.). The “Finding/Comments” section needs to succinctly but explicitly 
explain this. 

Exit Conference 
At the end of the monitoring review, ODOC DR staff will conduct an exit conference 
with the appropriate participant officials or staff to discuss preliminary conclusions. 
In part, this serves to confirm the accuracy and completeness of the information 
used to form the basis for the monitoring conclusions. It may also highlight areas of 
disagreement between ODOC and the participant. The ODOC DR Staff is responsible 
for using the checklist not only to prepare for the exit conference by clearly and 
concisely summarizing the conclusions, but also to document the issues discussed 
at the exit conference, the date and time of the meeting, and the names and titles of 
the attendees. To the extent that a sub recipient signifies disagreement, the basis for 
any objections should be noted. These summarizations are used to develop the 
monitoring letter. 

MONITORING CONCLUSIONS 

Decision Categories: As a result of monitoring, ODOC DR Staff will reach one or 
more conclusions that: 

1. Performance was adequate or exemplary; 
2. There were significant achievements; 
3. There were concerns that need to be brought to the attention of the sub 

recipient; 
4. Technical assistance was provided or is needed; and/or 
5. There were findings that require corrective actions. 

All conclusions – positive or negative - must be supportable, defensible, and 
adequately documented. 

Findings and Concerns: Where deficiencies are identified, the following procedures 
apply: 

1. Findings. Where an identified deficiency results in a finding, the finding must 
include the condition, criteria, cause, effect, and required corrective action. 

a. The condition describes what was wrong or what the problem was. 
b. The criteria cite the regulatory or statutory requirements that were not 

met. 
c. The cause explains why the condition occurred. 
d. The effect describes what happened because of the condition. 
e. The corrective action identifies the action(s) needed to resolve the 

problem and, unless inapplicable or there are extenuating 
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circumstances, should include the time frame by which the participant 
is to respond to the finding. 

2.  Concerns.  Monitoring concerns brought to the subrecipient’s attention 
should include the condition, cause, and effect. The ODOC DR staff will 
suggest or recommend actions that the sub recipient can take to address a 
concern, based on sound management principles or other guidelines. 
However, corrective actions are not required for concerns. 

SANCTIONS 

The Process 
Identify monitoring deficiencies that rise to the level of a “finding” require corrective 
action. Responsibility rests both with the ODOC DR Staff and the entity being 
monitored. The ODOC DR Staff must validate that there is sufficient documented 
information and/or evidence to support a finding of noncompliance. The entity 
being monitored has a responsibility to determine or assist the ODOC DR Staff in 
determining the reason why a requirement was violated or provide evidence of 
compliance. 

A key ingredient of effective monitoring is the ability to identify the root cause(s) of 
any identified deficiencies, whether the problem is an isolated occurrence or 
systemic. Such knowledge leads to the development of optimal corrective actions. 
Keep in mind that there may be any number of acceptable solutions to resolve a 
deficiency. Ideally, the sub recipient should agree with ODOC DR Staff’s assessment 
of the cause and offer a workable solution. In some cases, the ODOC DR Staff may 
need to determine appropriate action if compliance is not possible, i.e., do we want 
money recovered, a grant reduced, limited or terminated? Contemplation of those 
or other serious corrective actions triggers the need for ODOC DR staff to contact 
the HUD DR Representative. Additionally, suspected instances of fraud or 
misconduct should be referred to the HUD Office of the Inspector General for further 
investigation as appropriate. 

Monitoring Tool/Checklist Template 
The questions contained within the checklist provide a standardized format 
structure of the financial and programmatic monitoring compliance areas. The 
checklist is used to identify financial and programmatic compliance and identify any 
“finding” that could require corrective action. The checklist allows for fair and 
consistent monitoring procedures and its use will assure completeness and 
thoroughness of the monitoring and provides the ODOC DR staff the information 
needed to prepare the monitoring letter. ODOC DR staff will complete the 
monitoring checklist during all on-site monitoring visits. The checklist also provides 
the documentation and information necessary to justify corrective action and 
further monitoring as necessary. Any findings or problems noted during monitoring 
will be first noted on the checklist either next to the questions or noted on the notes 
page at the back of the checklist. These problems or findings will be discussed with 
appropriate grantee personnel during the Exit Conference. 

Understanding the cause serves to outline the action or actions needed to resolve 
the violation(s). To assist the ODOC DR Staff in developing corrective actions for 
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findings of noncompliance. An important and fundamental principle of the 
monitoring process is that ODOC DR staff is required to make findings when there is 
evidence that a statute, regulation or requirement has been violated but it retains 
discretion in identifying appropriate corrective action(s) to resolve deficiencies. An 
equally fundamental principle is that subrecipients have due process rights to 
contest findings. 

ODOC will require on-site monitoring when subrecipients have expended 50% of 
funds and again at 85% expended funds. ODOC/CD will ensure that subrecipients 
are on track to achieve milestones set for them and are adhering to all Federal 
guidelines. ODOC DR Staff will perform all onsite monitoring. ODOC Staff will fill out 
a monitoring checklist to check that subrecipients are following all Federal 
Guidelines for CDBG-DR funds. 

Monitoring Findings Issuance Letter 
Within 21 days after completion of monitoring performed, On-site or Desk, ODOC DR 
staff will send written correspondence to the sub recipient describing the results – in 
sufficient detail to clearly describe the areas that were covered and the basis for the 
conclusions. Each monitoring letter is to include: 

1. The program, project or entity monitored; 
2. The dates of the monitoring; 
3. The name(s) and title(s) of the ODOC DR staff who performed the 

monitoring review. 
4. A listing of the program/project/activity areas reviewed (which, in most 

cases, will repeat the areas outlined in the 1st notification to the sub 
recipient); 

5. If applicable, a brief explanation of the reasons why an area specified in the 
notification letter was not monitored (e.g., time constraints, unanticipated 
problems arising in another area); 

6. monitoring conclusions; 
7. if applicable clearly labeled findings and concerns; 
8. if there are findings, an opportunity for the sub recipient to demonstrate, 

within a time prescribed by ODOC DR Staff, that the participant has, in 
fact, complied with the requirements; 

This timeframe will be determined by ODOC DR Staff and will depend on the finding 
and the timeframe needed to respond adequately. ODOC DR Staff will give no less 
than 30 days to respond to any findings to ensure there is no unnecessary burden on 
the subrecipient and that the subrecipient has an adequate amount of time to 
respond.  

An offer of technical assistance, if needed or a description of technical assistance, will 
be provided during the monitoring. 

Because ODOC DR Staff works in partnership with the entities it funds, generally, the 
tone of the monitoring letter will be positive, in recognition of our common goal to 
responsibly and effectively implement Oklahoma Disaster program. ODOC’s 
monitoring letter will not include general statements that the sub recipient 
“complied with all applicable rules and regulations.” Such broad general statements 
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can negate ODOC’s ability to apply sanctions, if deemed necessary at a later date. 
Monitoring conclusions, therefore, should be qualified, i.e., “based upon the materials 
reviewed and the staff interviews, the activity/area was found to be in compliance 
with (specify requirements).” 

 

CLOSING FINDINGS 

Follow-up by ODOC DR Staff serves two purposes: 

1. It provides an opportunity to evaluate the effectiveness of monitoring efforts 
in maintaining or improving participant performance; and 

2. It enables to determine that required corrective actions are implemented. The 
General Accounting Office (GAO) considers the monitoring process to be 
completed only after an identified deficiency has been corrected, the 
corrective action produces improvements, and it is determined that 
management action is not needed (see GAO/AIMD-00-21.3.1, Standards for 
Internal Control in the Federal Government, “Monitoring”). 

All follow-up actions will be documented and communicated to subrecipients. 
Target dates are assigned when corrective actions are required and relayed to the 
participant in the monitoring letter. 

1. In the event that a sub recipient fails to meet a target date - and 
1. has not alerted the ODOC DR staff as to the reason for not meeting the date 

(and, if appropriate and agreed-upon, established a new date) - the ODOC DR 
Programs Planner will follow-up either by telephone or email, with a 
reminder. Either form of contact will be documented. 

2. If the sub recipient has not responded within 30 days after the date of the 
ODOC DR staff’s reminder, a letter will be sent to the sub recipient requesting 
the status of the corrective action(s) and warning the participant of the 
possible consequences (under the applicable program requirements) of a 
failure to comply. Where the sub recipient is unresponsive or uncooperative, 
ODOC DR staff will contact the appropriate HUD Program Representative for 
guidance on carrying out progressive sanctions. 

3. When the sub recipient notifies ODOC DR staff that the corrective actions 
have been implemented, the appropriate ODOC DR Staff will review the 
submitted information within 30 working days. Regardless of whether the 
response is acceptable (and/or sufficient to close a monitoring finding) or 
inadequate, a letter will be sent to the sub recipient within 45 calendar days of 
receipt of its submission. The correspondence will either inform the 
participant that a finding has been closed; acknowledge any interim actions 
that have been taken and reaffirm an existing date; or state that additional 
information/action is needed and establish a new target date to resolve the 
deficiency. When determining whether it is reasonable or appropriate to 
establish new target dates, ODOC DR staff will consider the sub recipient’s 
good faith efforts as well as any extenuating circumstances beyond the 
participant’s control that impact timely and effective resolution. 
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Attachments  
001 Organizational Chart 
002 Financial Services Policies and Procedures Manual Updated 
003 Audit Procedures 
004 2019 ODOC Audit Report 
005 2019 ODOC Audit Management Letter 
006 OK State Statutes - State Finance Act 
007 OST Admin Rules - Security for Public Deposits 
008 OK Dept. of Libraries General Records Disposition 
009 Federal Purchase Justification Form 
010 ODOC-OMES Account Code Cross-walk 
011 OMES Policy for CAFR-Clearinghouse 
012 OHFA Support Letter 
013 Letter from Internal Auditor 

 

Subgrantee Application Guidance 
 

The purpose of this State of Oklahoma Community Development Block Grant 
Disaster Recovery (CDBG DR) Program Policies and Procedures Manual is to provide 
a basic reference source for the operation of the Program. This manual contains the 
basic program policies, rules, and procedures, but does not and is not intended to 
contain every detail of policy, rules, or regulations. Rather, it is intended to serve as 
an easily understood guide for the administration of the State of Oklahoma’s CDBG 
DR Program. All CDBG DR policies and procedures conform to federal and state 
regulations governing the CDBG DR activities. Whenever there are conflicts 
between local, state, and federal requirements, the restrictive of the three 
regulations always take precedence. 

This manual complements Public Law 116-20 and Federal Register Notice Vol., 85, No. 
17 / Monday, January 27, 2020 page 4681 which sets regulatory foundation for the 
State’s $36,353,000 CDBG DR allocation. This manual describes the structure and 
process for administration of the State of Oklahoma’s CDBG DR Program. It also 
identifies needs within the state; objectives to address those needs; and the basis for 
allocating funds between CDBG DR program activities developed to meet those 
objectives. 

Low- and Moderate-Income (LMI) Overall Benefit 
Requirements 
As identified in Federal Register Notice / Vol. 85, No. 17 / Monday, January 27, 2020, at 
least 70 percent of the State’s HUD allocated CDBG DR funds must benefit low and 
moderate-income persons. The primary National Objective of the Community 
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Development Block Grant Disaster Recovery (CDBG DR) Program is the 
“development of viable urban communities by providing decent housing and a 
suitable living environment, particularly for persons of low and moderate incomes.” 

Eligible Geographic Areas 
When funds are allocated directly to States, the CDBG DR appropriation typically 
mandates that all funds must be spent to meet recovery needs in areas declared a 
major disaster area pursuant to the Stafford Act. Typically, appropriations further 
limit use of funds to the “most impacted and distressed” areas resulting from a 
major disaster. HUD uses damage estimates and other data from FEMA and SBA to 
determine the eligible grantees, geographical areas to be served or prioritized and 
allocation amounts. Based on this data, the Department may attach additional 
restrictions, e.g., units of general local government (UGLG) in receipt of a direct 
award may only spend funds within that local government’s jurisdiction (not within 
the county at large). Eligible disasters and any geographic restrictions are identified 
in the Federal Register Notice that governs the use of funds. 

Federal Register Notice / Vol. 85, No. 17 /January 27, 2020  
This Register Notice stipulates that a minimum of $29,082,000 (80%) of the total 
$36,353,000 State of Oklahoma CDBG DR allocation be expended on eligible CDBG 
DR projects within Muskogee, Tulsa, and Sequoyah (Area Code: 74946) Counties. The 
remaining 24 counties and the entirety of Sequoyah county will be considered the 
State’s MIDS. Therefore, the remaining $7,270,600 (20%) of funds will be delegated to 
such counties. Additionally, this Notice identifies the specific disasters occurring 
under FEMA Disaster Number 4438 as the qualifying factor for the use of these 
funds. A listing of the federal Disaster Declarations and eligible counties accounted 
for under the eligible declarations can be seen below. 

FEMA DR-4438  
Oklahoma Severe Storms, Tornadoes, Straight-line Winds, and Flooding (DR-4438) 

Incident period: May 7, 2019 to June 9, 2019 

Designated Counties: Alfalfa, Canadian, Cherokee, Craig, Creek, Delaware, Garfield, 
Kay, Kingfisher, Le Flore, Logan, Mayes, Muskogee, Noble, Nowata, Okmulgee, Osage, 
Ottawa, Pawnee, Payne, Pottawatomie, Rogers, Sequoyah, Tulsa, Wagoner, 
Washington, Woods 
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Proposal Eligibility 
The above sections are described graphically below: 

 

Eligible Applicants 
Eligible applicants for CDBG DR 
Funding are General Units of Local 
Government (UGLG) (incorporated 
towns, cities, counties, tribal 
nations, and), eligible housing 
non-profits, and state agencies. 
Per the Federal Register Notice, 
the only areas in which the 
funding can be expended lie in 
Presidentially Declared Disaster 
areas of the state tied to FEMA DR 
4438. 

Proper Sponsors 
The process of determining which 
unit of government (a town, city, 
county, eligible housing non-
profit) should submit or sponsor 
an application for CDBG DR 
assistance must include an 
examination of the relationship 
between the location of proposed 
improvements in the service 
delivery area, and the proposed 
beneficiaries. The unit of 
government with direct 
jurisdiction over the majority (50%) 
of the proposed beneficiaries 
must be the sponsor or applicant 
for CDBG DR funds. However, in 
the event that no unit of local 
government has 50% of the 
proposed beneficiaries, then the 
unit of local government with the 
majority of proposed beneficiaries 
must sponsor the application for 

grant assistance. Also, in some instances a county may submit an application on 
behalf of a town or city that cannot meet the financial requirements identified in the 
application threshold requirements in this guide. 
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CDBG Disaster Recovery Projects – Use of Funds 
Under this broad category, an Applicant may submit a project proposal for any 
eligible activity listed in Section 105(a) of the Federal Housing and Community 
Development Act of 1974, as amended. Such projects could include but are not 
limited to the following: 

Housing - Rehabilitation, Buyouts 

Public Infrastructure – Streets, Water, Sewer, Storm Water Drainage Improvements 

Planning 

CDBG DR Program Inquiries 
Technical assistance regarding eligible projects, project concepts, the application 
guidelines, and other information pertaining to the CDBG DR Program is available 
upon request. Applicants are encouraged to contact the ODOC/CD DR staff anytime 
they are uncertain with regard to Program requirements, project conceptualization, 
or any portion of the application process and/or guidelines. After a contract is 
executed, Technical Assistance (TA) is available to all subrecipients and consultants. 
Program s from ODOC/CD will contact each subrecipient upon awarding contracts 
to determine if technical assistance is appropriate. Subrecipients and consultants 
that are new to the process will automatically receive technical assistance. Technical 
assistance will be made to subrecipient staff as requested or determined that it 
would best suit the subrecipient and the State’s investment of grant dollars. 
Technical assistance visits are to assist the subrecipient toward achieving successful 
project completion. The experience of the staff toward problem resolution and 
recommending alternative solutions is a source and a benefit that all subrecipients 
who need assistance should utilize. New administrators/staff are required to 
participate in TA meetings. 

Subrogation and Assignment Agreement 
All respective CDBG DR awardees will be required to enter into a “Subrogation and 
Assignment Agreement” with the Oklahoma Department of Commerce. Please see 
the Attachments for this form. 

  

 

 

OKGrants 
OKGrants is a grant management software system used to electronically capture all 
grant information from application to closeout. OKGrants launched in 2012 for the 
ODOC/CD , followed by many other agencies. Any county, community or 
organization applying for a grant through the Oklahoma Department of Commerce 
must do so through OKGrants. OKGrants offers a variety of benefits to include, 
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reduction in application processing time, ability for grantees to monitor the status of 
their grants, centralized record keeping, and a reduction in paper usage. 

The first step for new grant administrators is to contact the grantee’s “Agency 
Administrator”. The AA is the Grantee’s designated person assigned to manage 
associated accounts. If you do not have an account, the AA will create one for you. If 
you already have an account, notify the AA so that it can be associated. New and 
returning users can access the web based OKGrants system at the following web 
address. https://grants.ok.gov/Login2.aspx?APPTHEME=OKOSF 

The OKGrants system governs the level of access by the user’s assigned role. The 
common roles used by grantees in the OKGrants system are: 

• Agency Administrator (AA) – handles user accounts only 
• Viewer – Cannot edit or save. Used for auditors. 
• Writer – Can edit and save. Cannot submit. 
• Financial Officer (FO) – Can edit, save and submit. 
• Authorized Official (AO) – Full permissions. Senior Elected Official. Submits 

Applications. 

The application Writer or AO will have a link on their Home Page called “Available 
Opportunities” This link will provide information on all open grant opportunities, 
official guidelines on the program, and links to generate applications for these 
grants. The Writer, AO or FO will have ability to edit and save the application’s 
various documents. Once the application is complete, the AO must submit the 
document to ODOC/CD through the OKGrants system. 

Additional information regarding the OKGrants system can be found on the 
Oklahoma Department of Commerce website. 
http://okcommerce.gov/community/okgrants/ The website contains an array of 
OKGrants resourceful documentation such as module walk-throughs, FAQ’s, 
troubleshooting guides, status glossary, and important contact information. 

OKGRANTS LOGON & PASSWORD ASSISTANCE 

For questions regarding login and password issue, users may contact Cody Butler at 
(405) 815-5305 or cody.butler@commerce.ok.gov. 

OKGRANTS TECHNICAL & TRAINING ASSISTANCE 

For questions regarding technical or training issues with the OKGrants Grant 
Management System contact Cody Butler at (405) 815-5305 or 
cody.butler@commerce.ok.gov. 

Required Application Documentation 
Applicants to the 2019 CDBG-DR program are encouraged to read the 2019 CDBG-
DR Application Handbook for the required documentation for submittal.  
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OKGRANTS SYSTEM SUPPORT 

The following ODOC/CD Management Personnel provide the Community 
Development Division with oversight and assistance relating to the OKGrants 
System. 

System Administrator – Entity Registration Point of Contact 

1. Provides support for questions regarding CDBG DR related login and 
password issues 

System Administrator – Technical and Training Assistance 

2. Provides support for questions regarding CDBG DR related technical or 
training issues with OKGrants Grant Management System 

Application Process 
APPLICATION SUBMISSION 

All funding opportunities require applicants to complete and submit their respective 
application and applicable attachments online using the OKGrants Grant 
Management System. No paper applications will be accepted. 

OKGRANTS 

OKGrants is a grant management software system used to electronically capture all 
grant information from application to closeout. OKGrants launched in 2012 for the 
ODOC/CD , followed by many other agencies. Any county, community or 
organization applying for a grant through the Oklahoma Department of Commerce 
must do so through OKGrants. OKGrants offers a variety of benefits to include, 
reduction in application processing time, ability for grantees to monitor the status of 
their grants, centralized record keeping, and a reduction in paper usage. 

The first step for new grant administrators is to contact the grantee’s “Agency 
Administrator”. The AA is the Grantee’s designated person assigned to manage 
associated accounts. If you do not have an account, the AA will create one for you. If 
you already have an account, notify the AA so that it can be associated. New and 
returning users can access the web based OKGrants system at the following web 
address. https://grants.ok.gov/Login2.aspx?APPTHEME=OKOSF 

The OKGrants system governs the level of access by the user’s assigned role. The 
common roles used by grantees in the OKGrants system are: 

• Agency Administrator (AA) – handles user accounts only 
• Viewer – Cannot edit or save. Used for auditors. 
• Writer – Can edit and save. Cannot submit. 
• Financial Officer (FO) – Can edit, save and submit. 
• Authorized Official (AO) – Full permissions. Senior Elected Official. Submits 

Applications. 

The application Writer or AO will have a link on their Home Page called “Available 
Opportunities” This link will provide information on all open grant opportunities, 
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official guidelines on the program, and links to generate applications for these 
grants. The Writer, AO or FO will have ability to edit and save the application’s 
various documents. Once the application is complete, the AO must submit the 
document to ODOC/CD through the OKGrants system. 

Additional information regarding the OKGrants system can be found on the 
Oklahoma Department of Commerce website. 
http://okcommerce.gov/community/okgrants/ The website contains an array of 
OKGrants resourceful documentation such as module walk-throughs, FAQ’s, 
troubleshooting guides, status glossary, and important contact information. 

OKGRANTS LOGON & PASSWORD ASSISTANCE 

For questions regarding login and password issue, users may contact Cody Butler at 
(405) 815-5305 or cody.butler@commerce.ok.gov. 

OKGRANTS TECHNICAL & TRAINING ASSISTANCE 

For questions regarding technical or training issues with the OKGrants Grant 
Management System contact Cody Butler at (405) 815-5305 or 
cody.butler@commerce.ok.gov. 

REQUIRED APPLICATION DOCUMENTATION 

The following narration provides detailed guidance regarding the documents 
needed to submit a complete CDBG DR application. Please note that the 
documentation in items One (1) through Four (4) can only be completed online at 
the OKGrants’ website. Items Five (5) through Nineteen (19) are attachments that are 
required to be completed and then electronically uploaded via the internet to the 
OKGrants’ website. 

Item 1: Application Summary and Certification 

The summary requests general information about the applicant. The certification 
attests to the accuracy and completeness of the application. 

Item 2: Detailed Line Item Budget 

The proposed activities should be as specific as possible as they will provide the basis 
of your contract and project budget should you receive funding. As referenced in (24 
CFR 570.201-204 ) and (CPD Notice 13-07 ), costs incurred by the subrecipient as a 
direct result of implementing and executing eligible CDBG-DR activities are known 
as “Activity Delivery Costs” within OKGrants. These costs are directly attributable to 
an eligible CDBG-DR project activity. An applicant would likely consider these 
“Activity Delivery Costs” as their administrative costs. 

Item 3: Consultant Form 

The contracted CDBG Administrator fills out this form if the applicant chooses to use 
one.  

Item 4: Audit 
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Towns, cities, non-profits, and tribal nations (counties and state agencies are 
exempt) must submit a copy of their latest audit by the application deadline. All 
applicants that have a June 30, fiscal year end date are required to submit a copy of 
their FY2021 audit and applicants that have a December 31, fiscal year end date are 
required, as a minimum, to submit a copy of their FY2020 audit. No application will 
be considered for review or funding that does not meet the requirements stated 
above. 

An audit is required to be uploaded as part of the application process. However, the 
audit may also be submitted via postal mail to: 

 

Oklahoma Department of Commerce  

Administrative Services 

Attn: Sharmin Rahman 

900 N. Stiles Ave. 

Oklahoma City, OK 73104 

 

General audit inquiries and questions regarding audit submissions should be 
directed to Sharmin Rahman at the Oklahoma Department of Commerce: 

 

Sharmin Rahman 

800-879-6552, ext. 5312 or  

405-815-5312 (sharmin.rahman@okcommerce.gov) 

 

Item 5: Applicant Resolution SAMPLE (Attachment A) 

This form must be completed and submitted to OKGrants. Applications must 
include a resolution passed by the current governing body requesting that 
assistance. The Resolution is required to be uploaded as part of the application 
process. A sample resolution is provided in Attachment “A” of the application. 

Item 6: Citizen Participation Plan SAMPLE (Attachment B) 

This form must be completed and submitted to OKGrants. All applicants, in order to 
apply for CDBG-DR assistance, must complete and document the following 
requirements: (1) create and adopt a Written Citizen Participation Plan and (2) hold 
an application phase public hearing regarding the CDBG-DR program. 

Citizen Participation Plans must be officially adopted and followed by all applicants 
and submitted as Attachment “B” in the application. Re-stating the Citizen 
Participation Plan outline requirements does not constitute a valid plan. Applicants 
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must clearly state the actions they will undertake to meet the requirements of 
Written Citizen Participation Plans. (Sample Citizen Participation Plan can be found 
in the Attachment “B” of the application.) Applicants are eligible to readopt Citizen 
Participation Plans that have been completed previously, provided that the previous 
plan has been reviewed and updated as needed to adequately support the proposed 
project. 

Documentation of the “application phase” Public Hearing is also an application 
requirement. Acceptable documentation consists only of the Affidavit of Publication. 
ODOC/CD requires that no less than seven (7) working days be given as advance 
notice of the application phase Public Hearing or any subsequent public meetings 
held for the purpose of discussing project activities as they relate to the CDBG-DR 
grant funds. All written Citizen Participation Plans must explain how an applicant 
unit of local government will: 

1) Provide for and encourage citizen participation, particularly by low and 
moderate-income persons who reside in areas where CDBG-DR funds are 
proposed to be used. 

2) Ensure citizens will be given reasonable and timely access to local meetings, 
information and records relating to the applicant’s proposed and actual use 
of the CDBG-DR funds; including, but not limited to, the following: 
a. The amount of CDBG-DR funds expected to be made available for the 

current fiscal year if the project is approved; 
b. The range of activities that may be undertaken with CDBG-DR funds; 
c. The estimated amount of CDBG-DR funds proposed to be used for 

activities that will meet the National Objective of benefit to low and 
moderate-income persons; 

d. The proposed CDBG-DR activities likely to result in displacement and 
the sponsoring unit of local government's anti-displacement and 
relocation plans developed in accordance with Section 104(d)(1) and (2) 
of the Act. 

e. The basis on which the sponsoring applicant may provide technical 
assistance to groups representative of persons of low and moderate 
income that may request assistance in developing proposals.  The level 
and type of assistance to be provided is at the discretion of the applicant 
and does not necessarily include providing funding to such groups. 

f. Provide for a minimum of two (2) public hearings; one prior to 
submission of the application for funding of the project that favors the 
purpose of obtaining citizens' views and formulating or responding to 
proposals and questions; the other at the end of the grant period, if the 
applicant receives funding, that discusses Grantee performance. There 
must be reasonable notice of the public hearings (ODOC/CD requires 
seven (7) working days, and they must be held at times and locations 
convenient to potential or actual beneficiaries, with accommodations 
for the handicapped. 

g. Meet the needs of non-English speaking residents in the case of public 
hearings where a significant number of non-English speaking residents 
can reasonably be expected to participate. 
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h. Provide citizens with reasonable advance notice (ODOC/CD requires 
seven (7) working days, and the opportunity to comment on proposed 
activities not previously described in a applicant’s funding request and 
activities which are proposed to be deleted or substantially changed in 
terms of purpose, scope, location or beneficiaries. Substantially changed 
means changes made in terms of purpose, scope, location or 
beneficiaries. 

i. Provide the place, phone numbers, links (if online), and times where and 
when citizens are able to communicate when submitting written 
complaints and grievances; the process the unit of local government will 
use to provide for a timely written answer to written complaints and 
grievances, within fifteen (15) working days where practicable. 

The application phase public hearing must, at a minimum, address the following 
topics: 

a. Community development and housing needs; 
b. CDBG-DR Program purpose, i.e. National Objective being met; and 
c. The development of proposed activities. 

The Citizen Participation Plan is required to be signed and dated by the chief elected 
official. The Citizen Participation Plan also requires a Town/City/County/Tribal seal, or 
it must be notarized in lieu of the seal. 

Item 7: Certified Engineering Report and Professional Cost Estimates 
(Attachment C) 

This form must be completed and submitted to OKGrants (Alternative Word/Excel or 
PDF documents may be submitted in lieu of Attachment C. Projects must have 
certified cost estimates from either professional architects, engineers, vendors, 
construction companies, or appropriate personnel to make such estimates. 

The following can be used as a guide for the preparation of a Professional 
Engineering Report: 

1. General 

A. Preliminary Engineering Report (PER) or Cost Estimate should briefly but clearly 
describe the following: 

• The present situation 
• An analysis of alternatives 
• The proposed course of action 

2. Project Planning Area 

• Furnish a map that shows the existing building plat, service area or 
municipal boundaries, if applicable 

• When applicable, show a map of new service areas or annexed areas that 
are to be served by the project. 

3. Existing Structure or Facility 
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• Evaluate the condition and suitability for continued use. For example, you 
may want to discuss cost of rehabilitation versus replacement or cost of 
Operation & Maintenance. 

4. Proposed Structure or Facility 

• Provide brief but clear descriptions of proposed structure or facility 

5. Cost Estimate 

• Construction 
• Land Cost 
• Engineering Cost 
• Inspection Cost 
• Legal Fees 

 

Preliminary Engineering and Architectural expenses are an eligible cost to the 
CDBG-DR contract if budgeted for in the application and approved for funding. 
These preliminary costs may be up to 2% percent of the total proposed CDBG-DR 
activity dollars. Engineering and architectural services paid for with CDBG-DR funds 
must be procured in accordance with ODOC/CD procurement standards. The 
maximum amount of CDBG-DR funds that may be used for final engineering and 
architectural is based on the total proposed CDBG-DR activity dollars using the 
following Rural Economic and Community Development engineering fee table: 

 

USDA – RURAL DEVELOPMENT ENGINEERING FEE TABLE: 

Proposed CDBG-DR 
Construction 
Amount 

 
Percentage Limit 

$60,000.00 13.2 
$70,000.00 12.6 
$80,000.00 12.3 
$90,000.00 12.0 
$100,000.00 11.9 
$200,000.00 10.5 
$300,000.00 9.7 
$400,000.00 8.9 
$500,000.00 8.5 
$600,000.00 8.2 
$700,000.00 8.0 
$800,000.00 7.8 
$900,000.00 7.7 
$1,000,000.00 7.5 
$2,000,000.00 6.7 
$3,000,000.00 6.4 
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$4,000,000.00 6.3 
 

The maximum amount of CDBG-DR funds that may be used for resident inspection 
is based on the total proposed CDBG-DR activity dollar costs using the USDA-Rural 
Development resident inspection fee table below: 

 

USDA – RURAL DEVELOPMENT RESIDENT INSPECTION FEE TABLE: 

Proposed CDBG 
Construction 
Amount 

 
Percentage Limit 

100,000 or less 5.0 (or negotiated lump 
sum) 

$200,000.00 4.2 
$300,000.00 3.8 
$400,000.00 3.5 
$500,000.00 3.2 
$600,000.00 3.0 
$700,000.00 2.8 
$800,000.00 2.65 
$900,000.00 2.5 
$1,000,000.00 2.4 
$2,000,000.00 2.3 
$3,000,000.00 2.2 
$4,000,000.00 2.1 
$5,000,000.00 2.0 

  

The aforementioned limitations are to be used by applicants as guides for CDBG-DR 
project proposal budgeting only. ODOC/CD does not mean to imply that percentage 
of professional and construction engineering fee contracts are acceptable. In the 
event a grant is awarded, and CDBG-DR funds are used to pay for professional and 
construction engineering services, only lump sum or fixed price contracts for those 
services will be acceptable when procured in accordance with the ODOC’s 
Procurement Policies and Procedures. ODOC/CD reserves the right to review, 
question, realign and/or negotiate any part of an applicant's proposed project costs 
including, but not limited to, engineering and/or resident inspection fees, 
administrative costs, leverage, all elements of construction costs, etc. Applicants 
should be prepared to justify the costs associated with their entire project. Any 
proposed costs that cannot be fully justified and/or documented shall be subject to 
change by ODOC/CD. 

 

Item 8: Applicant/Recipient Disclosure/Update Report – HUD Form 2880 
(Attachment D) 
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This form must be completed and submitted to OKGrants. This form must be 
completed if the minimum requirements of the disclosure are met and certified by 
the interested parties as set forth in the disclosure. The Applicant/Recipient 
Disclosure/Update Report is required to be uploaded as part of the application 
process. 

Item 9: LMI Documentation (Attachment E) 

This form must be completed and submitted to OKGrants. The following are 
mandatory uploads for those applicants conducting Random Sample Income 
Surveys: 

1. LMI Beneficiary Summary Form – (Blank Copy Attachment F) NOTE: The 
LMI Beneficiary Summary Form summarizes the uploaded Field Survey 
Sheets on one form and is required to be completely filled out to include: 
Town/City/Target Area, County and Survey Date. 

2. Random Number Table 
3. Survey Map 
4. Copy of the Original LMI Field Survey Sheets 

 

CDBG-DR applicants must qualify their project activities under the low- and 
moderate-income National Objective. 

 

(a) Qualifying under the National Objective of Benefit to Low- and Moderate-
Income  

To qualify for CDBG-DR funding under the National Objective of benefit to low- and 
moderate-income persons, the proposed project activities must show a positive or 
general improvement of living condition in a definable geographic target area 
where at least 51% of the occupied households/homes are of low- and moderate-
income families. Low- and moderate-income families have an income equal to or 
less than the current Section 8 low income limits established by the United States 
Department of Housing and Urban Development (HUD), (Appendix E of this 
guidance document). 

Each activity proposed for funding with CDBG-DR dollars claiming the National 
Objective of benefit to low- and moderate-income persons, must provide data 
indicating the percentage of low- and moderate-income beneficiaries. Various 
questions must be answered before determining whether or not an activity 
proposed for CDBG-DR funding provides benefit to principally low- and moderate-
income families.  Questions to be answered include: (1) How does the proposed 
activity serve the residents of the geographic target area in which it is taking place? 
(2) Which occupied households/homes within the geographic target area are 
directly affected or impacted by the proposed activity? (3) Is there a larger set of 
households/homes that will be served by the proposed activity? 

Once the beneficiaries for each activity proposed for funding with CDBG-DR dollars 
have been identified, the next step is to document the percentage of low- and 
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moderate-income households/homes that will benefit from each of those activities. 
This is best accomplished by performing an income survey in order to determine 
family incomes. 

However, in some very limited cases, Census data may be used to document the 
percentage of low and moderate-income families receiving benefit. However, the 
use of any Census data to document the percentage of low and moderate-income 
beneficiaries for any CDBG-DR funded activity requires prior ODOC/CD review and 
approval. Any applicant intending to use Census data to document the project’s 
percentage of low and moderate-income beneficiaries must contact the ODOC/CD 
CDBG Planner via email thirty (30) days PRIOR to the application’s submission 
deadline. The use of Census data has several HUD mandated procedural 
requirements and is subject to various use related restrictions. These requirements 
and restrictions are best directly discussed with the ODOC/CD CDBG Program 
Planner in order to receive the proper guidance on meeting HUD Census based 
compliance requirements. An applicant's failure to obtain prior ODOC/CD review 
and approval of the use of Census data in order to qualify the proposed CDBG 
project may result in rejection of data’s conclusions. 

Please note that if the available Census data geographies do not reasonably 
correspond to the service area, it will not be appropriate to use Census data to 
qualify a low and moderate- income activity. Applicants will then be required to 
conduct a targeted local income survey in order to determine low and moderate-
income compliance for the specific service area. 

Applicants may not prorate the Census data when a given service area includes a 
portion of a geography from published datasets. The low and moderate-income 
determination shall be made based on the entirety of the data of the census 
geography which the service area both completely encloses and significantly 
overlaps. 

Income survey techniques consist of door-to-door surveys, telephone surveys, mail 
surveys, or any combination of the three. Regardless of the technique used, an 
applicant must be able to link each income response to a specific family within a 
specific household/home. Blind survey techniques that cannot match 
households/homes and their respective family incomes will not be accepted, as they 
do not allow for verification should it become necessary. 

For all FY 2020 income surveys, only the Random Sample Survey methodology will 
be accepted by ODOC/CD. ODOC/CD will accept income surveys that have been 
conducted within the previous five (5) program years (FY 2015, 2016, 2017, 2018, or 
2019). However, to be eligible for previous program years’ surveys, the applicant will 
be responsible for providing copies of the original Field Survey Summary Sheet, 
Survey Field Sheets, Random # Table, and Survey Map. 

 

(b)  Conducting an Income Survey 

For those applicants conducting Random Sample Income Surveys, a sample Field 
Survey Form can be found in Appendix “A” of this guidance document. All applicants 
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are required to complete the Direct Project Beneficiary Income Survey Summary 
located in the online application at OKGrants. Additionally, the following LMI 
documentation is required to be uploaded the Application “UPLOADS” section of 
OKGrants:  

1. Upload a copy of the Random Number Table that was generated by 
ODOC/CD to perform the survey. 

2. Upload a color-coded map that identifies each surveyed home’s income 
status (above or below low and moderate-income status); the location of 
all proposed CDBG and leverage activities, and the central business 
district. 

3. Upload all scanned copies of the original Direct Beneficiary Income Field 
Survey sheets. 

4. Upload a copy of the LMI Field Survey Summary sheet. (A blank copy of 
this form is located in Attachment F) NOTE: The LMI Field Survey Summary 
Sheet summarizes the uploaded Field Survey Sheets on one form and is 
required to be completely filled out to include: Town/City/Target Area, 
County, and Survey Date.  

 

An overview of the Random Sample Survey procedures is provided below: 

Step 1. List by name and address, the number of households within the geographic 
area to be covered by the project (for example, the following listings may be used to 
identify the number of households within your universe: water billing, wastewater 
billing, solid waste billing, 911 emergency service databases, or in the case of a 
county, the voting rolls). 

Step 2. Alphabetize your universe by last name (all households); or list in ascending 
or descending order by account numbers. This establishes a random distribution for 
your universe. 

Step 3. Number all households comprising your universe. 

Step 4. Based on the number of households provided, a random survey sample will 
be generated by ODOC/CD and provided to the applicant along with the required 
response rate that must be achieved. 

Step 5. Match the random sampling numbers to your numbered household 
universe and survey those locations. For example, if the random sample provided by 
ODOC/CD is “#47”, match that number 47, to the 47th entry on your numbered 
universe and survey that location. Continue to survey until you have achieved the 
required response rate. Do not over survey. 

Step 6. Survey using the “Direct Project Beneficiary Income Survey Field Worksheet” 
provided in the appendix to this application packet (these working papers are to be 
retained with the permanent records of the unit of local government) and the low- 
income figures for your county (provided in Appendix A). 

Step 7. Complete and upload Attachment LMI Beneficiary Income Summary Form 
in your OKGrants application Upload Section. 
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The table below provides the sample size of households that must be surveyed 
compared to the number of households identified in the target area. For example: If 
you had 230 occupied households in the target area you would need to survey 150 
occupied households. 

 

Required Sample Sizes for Universes of Various Sizes: 

 

 
Number of Occupied Households                             Number of 
Households Surveyed 1 - 55 50 or all if less than 50 households 
56 - 63 55 
64 - 70 60 
71 - 77 65 
78 - 87 70 
88 - 99 80 
100 - 115 90 
116 - 138 100 
139 - 153 110 
154 - 180 125 
181 - 238 150 
239 - 308 175 
309 - 398 200 
399 - 650 250 
651 - 1,200 300 
1,201 - 2,700 350 
2,701 or more 400 

 

The results of the Random Survey must be clearly shown on a map that identifies 
each surveyed home with the low and moderate-income homes designated with a 
distinct color. Applicants performing income surveys are cautioned that incorrectly 
administered surveys or their resulting data regarding low and moderate-income 
percentage claims will be rejected. Failure to include a properly marked map with 
the application will result in rejection and return of the application. 

Determining the beneficiaries and performing a survey for any activity under any 
project category is critical. ODOC/CD guidance regarding beneficiaries and surveys is 
well advised. Therefore, all applicants should take the time to discuss their project 
activities and surveys with ODOC staff before performing their survey(s). 

 

Item 10: W-9 Form & Instructions (Attachment F)  
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This form must be completed and submitted to OKGrants. The W-9 form (Taxpayer 
Identification Number & Certification) is required to be filled out in full and uploaded 
as part of the application process. 

 

Item 11: SAM.gov Exclusion / Debarment Verification (Attachment G) 

Follow the instructions on this attachment to upload the correct information 
ensuring that the applicant is not debarred.  

 

Item 12: Subrogation Agreement (Attachment H) 

A signed subrogation agreement is required for any grantee or subrecipient in the 
instance of a duplication of benefits. A signed agreement ensures that any 
duplicative funds will be paid back. 

 

Item 13: Duplication of Benefits Chart (Attachment I) 

A Duplication of Benefits chart is a requirement for CDBG-DR applicants. Applicants 
should fill out all known sources of funding to the best of their ability and include 
any documentation proving the amounts of funds received from sources such as 
Insurance, FEMA, SBA, etc. 

 

Item 14: Project/Activity Narrative (Attachment J) 

Applications must not only sufficiently demonstrate an applicant’s need for the 
requested CDBG-DR activity, but it must also fully detail what the requested activity 
is, what the activity will accomplish, and how the activity directly relates to the 
disaster. It is the responsibility of the applicant to communicate to ODOC/CD how 
the CDBG-DR activity is being requested in the application. Failure to adequately 
define the requested CDBG-DR activity will result in a FAILED threshold application 
rating.  

A. Identify exactly what the activity is. Descriptive detail is important.  
B. Define the estimated completion timeframe. 
C. Define how the requested project will benefit the disaster recovery effort once 

completed.  
D. As applicable, identify the green building standards that will be incorporated 

into the requested activity.  
E. As applicable, identify resilience strategies that will be incorporated into the 

requested activity.   
F. Housing Activities Only: Identify the housing application process to include 

staffing used to implement the program, client intake, the target area, target 
group, and estimated number of applicants.  
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Attachment(s) may be in a Word document or in PDF and labeled ATTACHMENT J – 
Projective Narrative. 

 

Item 15: Unmet Need Documentation Verification (Attachment K) 

Applicants must document their total unmet need as it relates to their respective 
CDBG-DR funding request. The applicant must substantiate the amount of CDBG-
DR funding being requested.  

A. Identify the total unmet need in terms of projects/activities as a result of the 
disaster. 

B. Identify the total unmet need in terms of overall dollar amounts as a result of 
the disaster.  

C. Identify source and upload the documentation used for determining unmet 
need.  

 

Attachment(s) may be in a Word/Excel document or in PDF and labeled 
ATTACHMENT K – Unmet Need Documentation.  

 

Item 16: Project Disaster Related Damage Verification (Attachment L) 

Applicants must provide damage related photos as they relate to their respective 
CDBG-DR funding request. While there is no defined number of photo related 
documentation required, the applicant must substantiate overall damage 
commensurate with the CDBG-DR activity being undertaken. A description must 
accompany each picture explaining exactly what is being illustrated in the photo. 
Ideally, “before” and “after” damage related photos are recommended to the fullest 
extent possible. Photos may be uploaded individually but ideally should be in a 
format which contains the same number or numbers as its required description. 
Photo quality must be adequate in order to allow the reviewer to match the 
narrative with the depicted damage in the photo. Applicants may use photos, 
newspaper clips, or other sources to show damages. In the event that the applicant 
prefers to provide videos or other types of documentation not supported by the 
OKGrants platform, please reach out to the ODOC CDBG DR team. Attachment(s) 
may be in JPG, PNG, or PDF and labeled ATTACHMENT L1 (DESCRIPTION), L2 
(DESCRIPTION), etc.  

 

Item 17: Capacity Assessment Verification (Attachment M) 

Applicants must verify their capacity to maintain adequate staffing to meet all grant 
requirements. Applicants must submit a staff organization chart and descriptions of 
all staff responsibilities as they pertain to the CDBG-DR grant. Grantees should also 
include if their staff has successfully managed federal grants before (in the staff 
responsibilities section). If the grantee does not currently have the capacity to 
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manage the CDBG-DR grant, the grantee must include future improvements to 
capacity in their staff organization to meet the minimum requirements such as: 

• Hiring additional, experienced staff 

• Partnering with other organizations 

• Contracting for expert services 

• Training existing staff 

Attachment(s) may be in a Word/Excel document or in PDF and labeled 
ATTACHMNET M.  

 

Item 18: Procurement Policies & Procedures Verification (Attachment N) 

Applicants must describe the policies and procedures to be set in place that address 
procurement of services or goods, subject to the federal guidelines outlined within 
ODOC’s Procurement Policies and Procedures. Applicants are to follow their own 
procurement policies and procedures, as well as 2 CFR 200.318-327. In the event that 
such policies conflict, the applicant will follow whichever policy is more restrictive. 
Cite local guidelines and/or documents/handbooks/manuals when referring to 
current policies and procedures. 

Attachment(s) may be in a Word document or in PDF and labeled ATTACHMENT N. 

 

Item 19: Duplication of Benefits Policies & Procedures Verification (Attachment 
O) 

Applicants must describe the policies and procedures to be set in place that address 
duplication of benefits. These policies should follow the guidance found in the 2019 
DOB Notice: 84 FR 28836. 

Attachment(s) may be in a Word document or in PDF and labeled ATTACHMENT O. 

APPLICATION THRESHOLD CRITERIA 

Applications received under the CDBG DR Program will be scored competitively 
against one another regardless of project type. 

The maximum amount of CDBG DR funds that may be used for Activity Delivery 
Cost is six percent (6%) of the total CDBG DR funds awarded for the total 
construction and professional/non-construction funds provided, unless the 
subrecipient includes a justification for additional ADC.  

Threshold Criteria for CDBG DR Program 
1. CDBG DR funding requests should meet the principle CDBG DR National 

Objective of providing a direct benefit to persons of low and moderate-income.  
2. CDBG DR funding requests must sufficiently identify and address an unmet 

need.  
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3. CDBG DR funding requests must identify an eligible CDBG DR activity. 
4. CDBG DR applicants must sufficiently address staff capacity as it relates to 

undertaking the requested CDBG DR funded activity. 
5. A proper sponsor for CDBG DR projects is defined as a unit of local government 

with direct jurisdiction over the majority (50%) of the proposed project 
beneficiaries. 

6. Cities and Town applicants with populations less than 15,000 may not apply for 
more than one (1) CDBG DR project activity under this CDBG DR Program. As 
noted above, no more than four (4) eligible CDBG DR Activity funding request is 
allowed per CDBG DR application. 

7. Cities and Town applicants with populations less than 15,000 may not apply for 
CDBG DR funding if they currently have an open CDBG contract with ODOC/CD. 
Cities and Towns with previous CDBG funding must have had ALL close-out 
documents submitted to ODOC/CD by October 31, 2021. 

8. Proof that citizen participation requirements have been met, as evidenced by an 
application phase public hearing and written Citizen Participation Plan. 

9. All cost estimates shall be obtained from professional sources and submitted 
with the application. These estimates must be certified and from professional 
engineers, architects, construction companies, vendors, or appropriate 
personnel with experience to make such estimates. 

10. Towns, Cities, and Counties must submit a copy of their audit or agreed upon 
procedures by the application deadline. ALL TOWNS, CITIES, AND COUNTIES 
THAT HAVE A JUNE 30 FISCAL YEAR END DATE ARE REQUIRED TO SUBMIT A 
COPY OF THEIR FY 2021 AUDIT AND ENITITIES THAT HAVE A DECEMEBR 31 
FISCAL YEAR END DATE ARE REQUIRED, AS A MINIMUM, TO SUBMIT A COPY 
OF THEIR FY 2020 AUDIT. No application will be considered for review or funding 
that does not meet the requirements stated above. If a city or town receives less 
than $25,000 in annual revenues from its normal business and does not have an 
audit or agreed upon procedures, the city or town cannot apply directly to 
ODOC/CD. The city or town can apply only by having the local County apply on 
their behalf, if the County chooses to do so. Nothing contained herein mandates 
a County to act as an accommodating party. 

11. Applicants must certify that if the proposed project is funded by CDBG DR it will 
be properly insured for the life of the asset (as applicable). Proper insurance for 
buildings include property and liability insurance coverage. When the project 
includes vehicles, proper insurance will include liability, comprehensive and 
collision coverage. 

12. Applicants are responsible for accomplishing online application 
corrections/revisions along with any applicable application upload 
corrections/revisions as directed by ODOC/CD staff within the pre- determined 
deadline. In fairness to other applicants and in order to maintain HUD required 
CDBG funding expenditure rates; ODOC/CD can NOT indefinitely hold 
applications until the respective application corrections/revisions are 
accomplished. Applications will be considered INCOMPLETE if the prescribed 
corrections/revisions are not made to the application within the pre-determined 
deadline established by ODOC/CD. This will result in a FAILED threshold 
application rating. 
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13. The Application Guidelines associated with the CDBG DR Program contains an 
APPLICATION FORMS CHECKLIST outlining all application related 
documentation required to be uploaded into the online OKGrants application. It 
is the Applicant’s responsibility to follow this checklist and seek additional 
guidance from ODOC/CD staff as required. Applicants will be responsible for 
following and providing each item listed on the checklist. Failure to provide any 
of the required application documentation listed on the checklist will result in a 
FAILED application rating. Additionally, Applicants must provide a response to all 
application questions and satisfy all documentation requirements delineated in 
the CDBG DR Application Guidelines and online OKGrants Application System 
including, but not limited to: Resolution, income survey results, resolution 
requesting assistance, survey maps, certifications, HUD Form 2880 Applicant 
Recipient Disclosure Update Report, project budget, etc. 

14. The application must sufficiently demonstrate an applicant’s need for the 
requested CDBG DR activity. For any requested CDBG DR project, there is an 
underlying “need” for such a project. It is the responsibility of the applicant to 
communicate to ODOC/CD why the particular CDBG DR activity is being 
requested in the application. Failure to adequately demonstrate a project need 
will result in a FAILED threshold application rating. The project need is 
communicated in the “Project Description” section of the “CDBG DR Application 
Summary” page of the online OKGrants application. Additional narratives and 
supporting documentation can be uploaded in the “Uploads” page of the 
OKGrants application if required. 

 

ODOC/CD APPLICATION REVIEW & APPROVAL WORKFLOW 

1. Official CDBG DR Applications are initiated and submitted by units of general local 
government through the OKGrants system. When the application is being worked, 
the status in OKGrants will indicate “Application in Process”. Once the application is 
completed the Chief Elected Official changes the Status in OKGrants to “Application 
Submitted”. Planner reviews the application to ensure it meets all threshold 
requirements per the HUD approved CDBG DR Action Plan. Based on this review the 
Planner may send the application back to the unit of local government as “changes 
required” if additional information or clarification is needed. Most importantly, all 
CDBG DR applications must be an eligible activity, and meet a National Objective. 
It’s important that the Planner clearly document the application review by filling out, 
signing and dating a Threshold Review sheet. This “officially” documents the 
application is reviewed by ODOC/CD staff. The Threshold Review Sheet is uploaded 
by the Planner in the Review Section of OKGrants. The review mirrors the approved 
CDBG State plan and other relevant CDBG DR requirements. 

2. Once the Planner is confident that the CDBG DR application(s) should be 
recommended for funding the Planner then changes the status to “Management 
Review.” The Director of Programs will spot check the application to ensure all 
threshold criteria is met and uploaded into the OKGrants System. If not, the Director 
of Programs will return to the Planner for additional information/clarification 
“Planner Review”. If threshold criteria are met then the Director of Programs will 
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create an Official Funding List and email the Budget Liaison, Director of Community 
Development, Comptroller, Program Planners, Auditor, Contract Specialist and 
Support Staff. This notifies all applicable staff that official funding is being 
recommended. 

3. The Budget Liaison will review the funding list and ensure funding is available, as 
well as the Division Director. Once the funding list is approved by email the Director 
of Programs changes the status to “Budget Review”. The Budget Liaison then 
changes the status to “Division Director Review”. Once reviewed by the Division 
Director the status is changed to “Generate a CDBG Contract.” Also, the standard 
award letter is developed by Support Staff. 

The process described above (steps 1-3) Is shown graphically below:   

 

 

 



2019 CDBG-DR Policies and Procedures Manual 81 
 

Requirement No. 401 – Program 
Management 
(Applies to all activities performed by the Subrecipient, as eligible or required) 

Contractual Requirements 
Community Development Block Grant (CDBG) State’s Subrecipient shall not 
obligate or expend funds for any activity including matching/leveraged funds 
specifically conditioned in the contract until such condition is removed by the 
Oklahoma Department of Commerce, Community Development (ODOC/CD). 

The announcement and subsequent award of CDBG-DR contract does not authorize 
the State’s Subrecipient to incur costs or obligate the expenditure of funds whether 
paid with grant or leverage/matching funds. 

Obligating or expending funds for a conditioned activity that has not yet been 
cleared by ODOC is an ineligible use of contract funds and the CDBG contract will be 
de-obligated.  

Sec. 312 of the Stafford Act (42 U.S.C. 5155) requires all Stafford Act funded programs 
to ensure that entities in receipt of federal disaster recovery dollars are not 
compensated for the same damages through multiple sources. HUD provided 
specific guidance for CDBG-DR funding through “Clarification of Duplication of 
Benefits Requirements under the Stafford Act for CDBG- DR Grantees,” 76 Federal 
Register 221 (16 November 2011), pp. 71060-71066. This policy and procedure 
document reinforces those requirements and establishes applicability and 
responsibility in the implementation of Oklahoma’s CDBG-DR Contract. 

Removing Contract Conditions and Release of Funds 
Every contract has two basic sets of conditions, i.e., standard and special. Some 
standard conditions and at times special conditions must be satisfied or cleared 
before the project funds can be requested. The State’s Subrecipient is required to 
take the actions necessary to satisfy these conditions and, after the actions are 
completed, submit the Request for Authority to Use Grant Funds/Release of Funds 
(ROF) using OKGrants. The grant contract provides for 120 days to complete and 
submit for the removal of these conditions. 

Some standard conditions and at times special conditions must be satisfied or 
cleared before the project funds can be requested. The State’s Subrecipient is 
required to take the actions necessary to satisfy these conditions and, after the 
actions are completed, submit the Request for Authority to Use Grant Funds using 
OKGrants. Special conditions are identified in Part II of the contract between ODOC 
and the State’s Sub-recipient. 
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RELEASE OF FUNDS (ROF) 

The Release of Funds includes completing the environmental review.  Every activity 
will be defined under one of the following five levels of review: 

• Exempt 
• Categorically Excluded Not Subject To 58.5 
• Categorically Excluded Subject To 58.5 
• Environmental Assessment 
• Environmental Impact Statement 

The Request for Release of Funds (Environmental Review) and Removal of Contract 
Conditions Checklist must be uploaded with all required documentation. This 
checklist form is very helpful in making sure correct documentation is submitted. 

Each activity must be cleared separately, using specific procedures and forms 
designed for that purpose. The State’s Sub-recipient may draw down funds to carry 
out various project activities after appropriate reviews have been conducted and 
cleared and a Notice of Removal of Contract Conditions and Authority to Use Grant 
Funds is received from ODOC. [See Requirement 403 Environmental Review for 
further detailed guidance.] 

INSURANCE AND BONDING 

The State’s Sub-recipient shall submit evidence of: 

• The grantee’s current policy showing general liability insurance covering 
the funded activities; and 

• Bonding of all officials who are responsible for financial transactions 
relating to this contract. 

ANTI-DISPLACEMENT PLAN 

All State’s Sub-recipients must have a current anti-displacement plan adopted by 
council resolution on State’s Sub-recipient’s letterhead. [See 402 Property 
Acquisition & 404 Civil Rights, E.O., & Fair Housing.] 

Updated Disclosure Report 
Prior to signing the contract agreement, the subrecipient should submit a 
completed initial Disclosure Report. Submit a partial or full report, depending on 
several factors. You are required to submit an updated report if: 

• Omissions were made in the initial Disclosure Report; 
• Additional persons can be identified as interested parties who were not 

identified in the initial Disclosure Report; 
• There is an increase in the amount of pecuniary interest of a person or entity 

identified in the last report, if the total interest is more than $50,000 or 10% of 
the contract amount, whichever is lower; 

• There is a change in the other governmental assistance previously reported by 
more than $250,000 or 10%, whichever is lower; or There is a change in the 
sources or uses of funds since the last report that exceeds the amount of all 
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previously disclosed sources and uses of funds by more than $250,000 or 10%, 
whichever is lower; or 

• Updates must be submitted to ODOC within thirty (30) days of the occurrence 
of any of these circumstances and as frequently as they occur throughout the 
life of the contract. 

Project/Budget Modifications 
NOTE: Project and budget modifications will be performed in OKGrants. Please 
contact your ODOC DR Programs Planner/Programs Representative or review the 
My Training Materials tab in OKGrants for instructions. The information described 
below will be necessary for any contract changes. Changes to the scope, budget or 
completion date of the project are accomplished by a modification. 

A modification is a change from the original project description as a result of: 

• New or additional activities; and/or 
• Changes in the proposed scope of services or beneficiaries; and/or 
• Changes in the project location or target area; and/or 
• Extensions of the contract ending date; and/or 
• Changes in the amount of any budget line item (or total budget). 

When revision of a budget line item is necessary, the State’s Subrecipient must 
Contact the ODOC DR Programs Planner/Programs Representative for instructions 
or review the My Training Materials tab in OKGrants for instructions. All modifications 
must be submitted on OKGrants. 

Project expansion: During the course of implementation of the grant project, there 
are occasions when project costs are less than anticipated. During these occasions, 
the State’s Subrecipients may be able to undertake additional work that is the same 
scope of the original project. The State’s Subrecipient is required to consult with an 
ODOC Programs Planner/Programs Representative for approval. Examples are listed 
below: 

Example #1: A State’s Subrecipient has a grant for street resurfacing. At the 
completion of the project the overall cost of the project was less than projected. The 
State’s Subrecipient has available funds to do additional street resurfacing. This is 
not considered a change of scope. The State’s Subrecipient may use remaining 
funds to resurface additional streets as long the individuals benefiting from the 
street resurfacing meet the requirement of being at least 51% low to moderate 
income. Example #2: A State’s Subrecipient has a grant for installation of sewer lines. 
Upon completion of the project as described in the application the State’s 
Subrecipient has funds remaining. The State’s Subrecipient desires to utilize the 
remaining funds to install a new lift station. This would be an example of a change of 
scope. Regardless of whether the project is simply a project expansion or Change of 
Scope, the additional work must have achieved Environmental Review and approval. 

Documentation Required: Requests for a program modification (Change of Scope) 
must provide the following documentation: 

• Narrative explanation of reasons, including: 
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• A detailed description of the new or significantly altered activities, existing 
activities being altered or eliminated (if any) and why these changes are being 
proposed. Submit a revised Project Description, along with a 
technical/engineering justification, professional cost estimates, maps; and 

• A detailed description of any changes in the number, percentages or scope of 
services that are to be provided to low and moderate income persons and/or 
other project beneficiaries. This may require revisions to existing or new 
beneficiary documentation (income surveys, census data, etc., as appropriate). 

• If the proposed modification involves reduced and/or substantially altered 
activities from the original contract: 
• Documentation confirming the public notice and conduct of a public hearing 

or posting consistent with the State’s Subrecipient’s Citizen Participation Plan 
is required; 

• The State’s Subrecipient's legislative body must adopt a resolution supporting 
the modifications and submit; 

• Either a Certification of Continued Environmental Compliance or, if 
appropriate, documentation of a different level of environmental review; [See 
Requirement 403] 

• Documentation of permits or regulatory approvals from appropriate agencies 
such as DEQ, if applicable; 

• Determination of whether an Updated Disclosure Report must be submitted. 
If the modification causes any changes from the Initial Disclosure Report, the 
Updated Report must be submitted with the modification request. 

ODOC will evaluate the proposed modification against the following criteria: 

• Eligibility: Will the proposed changes still be eligible for CDBG funding? 
• Ratability: Would the proposed changes have caused a lower scoring on the 

original application? Would this lower score have meant that the application 
would not have been competitive and, subsequently, not have been authorized 
to enter into a contract agreement? If the answer to this question is “yes”, the 
modification will not be approved. 

Note: No increases above the maximum established by ODOC in either the 
administrative or engineering line items will be approved. 

The project modification may trigger the need for a budget modification. If the 
existing budget is in need of a modification, the subrecipient must Request for 
Budget Modification with a detailed letter of justification and CDBG Certification of 
Leverage form. The form and letter are required even if the revised budget is not a 
result of any project modification. 

Any modification will be completed on OKGrants. Contact your Programs 
Planner/Programs Representative for specifics on how to enter the information or 
review the My Training Materials tab in OKGrants for instructions. 
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Administering the Program – Subrecipient 
The Chief Elected Official is ultimately responsible for contract performance. The 
State’s Subrecipients have three options in managing the daily activities of a CDBG 
DR-funded project: 

• Assign the responsibility to someone on the Subrecipient’s staff; or 
• Utilize the services of a certified CDBG Administrator (whether for-profit or non- 

profit). [See Requirement 405 for procurement procedures.] The Certified 
Grants Administrators list can be found on the OkCommerce.gov website; or 

• Seek permission from ODOC to procure a consulting firm who has not obtained 
ODOC’s certification for grant administration. 

Consultants assisting the State’s Subrecipient must be/become familiar with CDBG 
Disaster Recovery requirements even if already certified by ODOC as a Certified 
CDBG Administrator. Beyond this minimum expectation and given the complexities 
of most projects, utilization of an experienced, certified CDBG administrator to assist 
with some or all of your project activities is preferred. 

The decision to employ a Certified CDBG Administrator is influenced by the 
following factors:  

• The size of the municipality and, more importantly, the number of municipal 
employees who can devote some significant time to routine contract 
administrative requirements; and 

• ODOC will not recommend any individual or firm for providing these services. 
ODOC will, however, provide the following: 

• A list of all firms or individuals currently certified to administer CDBG grants; 
• A referral to other similar communities with similar projects. 
• If the services of an administrator are retained, the subrecipient’s staff must 

understand to the best of their ability, the CDBG and CDBG DR program 
processes and the requirements well enough to evaluate your administrator's 
work and progress. Even if a grant administrator has been certified, it is 
necessary for you to make sure your grant administrator stays on track with the 
project to avoid delays and possible de-obligation of the contract. Remember, 
the Chief Elected Official is ultimately responsible for contract performance. 

Requirements for the CDBG Certification Program, disciplinary action, complaint 
process, penalties and the process to impose penalties as set forth in Title 150 of the 
Oklahoma Administrative Code, Chapter 15, Subchapter 9, can be located at: 
http://www.oar.state.ok.us. 

Mentorship: In the event an individual wishes to act as an administrator, and the 
individual has not previously been tested and failed, and individual can act as an 
interim CDBG administrator upon the completion of the following: 

• The individual must provide written notice to the Oklahoma Department of 
Commerce of the interim CDBG administrator’s name, address, telephone 
number; and the name of the certified CDBG administrator that has agreed to 
be the mentor and supervise the interim CDBG administrator. 
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• A statement that the interim CDBG administrator understands that he/she is 
subject to all of the same rules and standards as if they were a certified CDBG 
administrator and is also subject to discipline. 

• Interim certification is effective only until the next certification class and 
examination. 

• The mentor must be a certified CDBG administrator in good standing and will 
cosign all forms, applications, and other documents with the interim CDBG 
administrator. In the event that a grievance or request for investigation is filed 
against the interim CDBG administrator, an automatic investigation will be 
instituted against the mentor to determine if the mentor properly supervised 
the interim CDBG administrator. The mentor may be subject to discipline for 
failure to properly supervise an interim CDBG administrator. 

Any person or entity adversely affected by an act or decision by Oklahoma 
Department of Commerce is entitled to an individual hearing and shall file a Petition 
for Hearing before the Oklahoma Department of Commerce, 900 North Stiles 
Avenue, Oklahoma City, Oklahoma, 73104 Attention: General Counsel. This petition 
must be filed on the appropriate form as detailed in the Administrative Rules and 
must be received by the Department within thirty days of the adverse action. The 
rules governing this process and all related filings can be found at Okla. Admin. Code 
§150:1 et. seq. These rules can also be located at the website for the Office of 
Administrative Rules as well as the Oklahoma Department of Commerce. Failure to 
follow these rules and to timely file the Petition for Hearing may cause your petition 
to be dismissed by the Department. 

Records Maintenance 
Documentation is the most important aspect of federal grant administration. The 
reason for this is: 

1. These are public funds, and they demand a high level of accountability. 
2. The only way to confirm what you have done is to have it in writing. 

It is the responsibility of the State’s Subrecipient to maintain all official grant related 
records and documents at the County/City/Town offices. Grant records and 
documents should be kept in a metal filing cabinet. The State’s Subrecipients should 
take reasonable caution to protect the records and documents from destruction 
such as flood or fire damage. ALL official documents must be maintained by the 
State’s Subrecipient. ODOC does require certain documentation be submitted in the 
OKGrants system as the program progresses, however as lessons learned, both the 
State and sub recipient benefit by documenting the OKGrants during all aspects in 
the requirements of this guide. 

The subrecipient or its grant administrator will have access to perform the required 
tasks outlined in the contract and in this guide by uploading the required 
supporting documentation in OKGrants for review and oversight by the State. 
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ORGANIZATION AND CONTENT 

State’s Subrecipients are required to maintain records sufficient to document 
compliance with all CDBG program requirements. Administrators may only retain 
copies of files. 

While ODOC does not specifically mandate the exact structure of a State’s 
Subrecipient’s filing system, State’s Subrecipients are encouraged to utilize the 
instructions provided. 

RECORD RETENTION 

Records of the State and units of general local government, including supporting 
documentation, shall be retained for the greater of three (3) years from closeout of 
the State’s Grant to HUD, or the period required by other applicable laws and 
regulations as described in §570.487 and §570.488 or in the federal register 
pertaining to the disaster. The three-year rule may be extended under extenuating 
circumstances. 

Any litigation, claim or audit is started before the expiration of the three-year period. 
In this instance, the records will be retained until all actions involving the records 
have been resolved; or the records pertain to non-expendable property acquired 
with CDBG funds. Such records must be retained for five years after the final 
disposition of such property; or 

ODOC transfers records to its custody or to HUD’s when ODOC determines that the 
records possess long-term retention value. 

ACCESS TO RECORDS 

Except for confidential records, all documents required to be maintained by, or 
reasonably considered as pertinent to, the contract agreement must be available for 
viewing and/or examination by: 

• Any citizen, pursuant to the requirements of State law and local ordinance; 
and 

• Representatives of ODOC, HUD, the Office of the Inspector General, the 
Attorney General, the General Accounting Office, the Comptroller General of 
the United States or the State Auditor’s office. 

CONFIDENTIAL RECORDS 

State’s Subrecipients may receive confidential information. In some cases, an 
individual’s right to privacy protection will necessitate that confidential records be 
maintained. In other circumstances, the individual’s job security and safety require 
that information be kept confidential. The latter is particularly true where worker 
provided information results in a finding that labor standards are being violated. 
Confidential records include but are not limited to, Staff personnel files, labor and 
civil rights complaints and the incomes of project beneficiaries. Access to 
confidential records is strictly limited. They are to be kept in a locked file cabinet 
separate from other records accessible only to the CDBG Administrator. If a State’s 
Subrecipient delegates the responsibility to an administrator or subrecipients for 
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tasks, which may yield confidential records, very specific controls must be 
established in the contract to assure that the State’s Subrecipient understands the 
responsibility for maintaining confidential records. The State’s Subrecipient is 
responsible for protecting these records. Any violations of confidentiality 
requirements, including a determination by State monitors that proper records 
management procedures are not being employed, could result in a serious finding 
of deficiency and adversely affect the State’s Subrecipient’s right to apply for funds. 

Citizen Participation 
The State’s Subrecipient is required to conduct a public hearing during the 
application phase of the project as well as at the end of the project. The purpose of 
these public hearings is to advise citizens of the proposed project and actual 
accomplishments. 

The requirements for all other public hearings are essentially the same as for the 
hearing conducted prior to the original submission of an application for funding. The 
subrecipient certifies that it is following a detailed citizen participation plan that 
satisfies the requirements of 24 CFR 91.115 or 91.105 (except as provided for in notices 
providing waivers and alternative requirements for this grant). These requirements 
include: 

• Advance notice of seven (7) business days prior to conducting the meeting, not 
including the date of notice or posting of the day of the hearing; 

• Publication of a notice specifying the purpose, date, time and location of the 
hearing in a newspaper of general circulation in the municipality or posting of a 
legal notice in at least three public places within the municipality; 

• Holding the hearing at a location that is convenient to the low- and moderate-
income persons who are affected by the project; 

• Conducting the meeting in a manner that accommodates the disabled and 
meets the needs of non-English speaking residents who might be expected to 
participate. The subrecipient certifies that it is following a detailed citizen 
participation plan that satisfies the requirements of 24 CFR 91.115 or 91.105 
(except as provided for in notices providing waivers and alternative 
requirements for this grant). 

• Providing citizens with the address, phone number and times for submitting 
complaints and grievances; and 

• Providing written answers to written complaints and grievances within 15 
working days, where applicable. 

• The State’s Subrecipient must take thorough minutes of the hearing. The 
project files must contain: 

o Signed minutes of the hearing; 
o An attendance roster; (sign-in sheet) 
o Written complaints, if any; 
o Responses to those complaints; 
o A copy of the legal notice with a notation of where and when the three 

notices were posted (three different addresses); and 
o Proof of publication from the newspapers or website postings. 
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Section 3 Reporting 
Section 3, which provides that, to the greatest extent feasible, training and 
employment opportunities shall be made available to lower-income residents of the 
unit of local government or metropolitan area (or non-metropolitan county) in which 
the project is located and that contracts be awarded to small businesses located 
within or owned in substantial part by residents of the same metropolitan area (or 
non-metropolitan county) as the project. For compliance with HUD regulations, 
ODOC will require the State’s Subrecipient to submit Section 3 Reports for any 
contracts over $100,000 upon completion of activities. 

Section 3 Reports can be submitted by utilizing the fillable form found in the forms 
section of the CDBG-DR Subrecipient Grant Management Guide. Please see 
Requirement Number 404 for more information, policies, and forms related to 
Section 3. 

Required Submissions for Subgrantees  
Beneficiary Tracker: The Subgrantee is required to submit the Beneficiary Tracker, 
found in the attachment section of the Policies and Procedures Manual, when 
submitting Advance Requests. 

Optional Participant Survey: The Subgrantee is required to submit the Optional 
Participant Survey, found in the attachment section of the Policies and Procedures 
Manual, when submitting Advance Requests. 

Monthly Expenditure Report: The subgrantee is required to submit a monthly 
expenditure report on the fourth of every month in OKGrants. This fulfills the 
monthly check in requirement of the Timely Expenditure Plan. 

Quarterly Progress Report: The subgrantee is required to submit a Quarterly 
Progress Report by the fourth of each January, April, July, October, and December. 
Attachment (QPR) # must be included in the uploads section of the QPR in 
OKGrants.   

Attachments 
101 Subrecipient Contract Template Part I & II  
102 Section 3 Fillable Form 
103 Applicant Disclosure Update Report 
104 Sample Program Files Checklist 
105 Request to Mentor 
106 DR Beneficiary Tracker 
107 (ENG) Optional Participant Survey 
108 (ES) Optional Participant Survey 

 



2019 CDBG-DR Policies and Procedures Manual 90 
 

Requirement No. 402 – Property 
Acquisition and Relocation 
Real Property 
This approach to the ownership, use, management, and disposition of property is 
complicated by two facts. First, the rules about property management and 
disposition differ slightly depending on whether a grantee is a public-sector 
subrecipient (the rules are generally more explicit for governmental grantees) or a 
private-sector subrecipient. Second, real property (e.g., land, buildings) is treated 
differently than personal property, as required in 2 CFR 200. 

The federal requirements relating to real property are organized according to title 
(ownership), use, and disposition. In general, the property management system 
must provide for accurate records, the performance of regular inventories, adequate 
maintenance and control and proper sales procedures. Subrecipients must follow 
sales procedures that provide for competition, to the extent practicable, and that 
result in the highest possible return. For the sale of property owned by local 
governments, competitive disposal procedures are required to be followed 
according to local, state, and federal requirements, and generally include public 
notice of the intended sale, price competition, contract award to the highest 
responsive, responsible bidder, and governing board approval of the conveyance. 

Acquisition of Real Property 
Upon notification of permission from ODOC, the subrecipient may proceed with 
efforts to acquire any real property, including easements and rights-of-way, required 
for the project. CDBG-DR federal funds, administered by ODOC and disbursed to 
subrecipients and/or direct contractors and/or beneficiaries, are   subject   to   the   
Uniform   Relocation   Assistance    and Real Property Acquisition Policies Act of 1970, 
as amended (Uniform Act or URA) and/or Section 104(d) of the Housing and 
Community Development Act of 1974 as waived by 81 FR 83254) and (82 FR 5591). 
The applicable federal regulations are located at 49 CFR Part 24 (URA), and in the 
Real Estate Acquisition and Relocation Policy and Guidance Handbook (HUD 
Handbook 1378). For purposes of the 2019 CDBG-DR Voluntary Buyout Program, the 
State is not using its power of eminent domain to acquire real property.  

A purchase option agreement on a proposed site or property is allowed if certain 
actions have been taken ahead of time: 1) the option agreement must be subject to 
a determination by the subrecipient on the desirability of the property for the 
project; 2) an environmental review must have been completed; and, 3) the cost of 
the option must be a nominal portion of the purchase price. Prior to advertising for 
bids, the subrecipient must have obtained all lands, rights-of-way, and easements 
necessary for carrying out the project. More detailed information regarding real 
property acquisition follows below. 

For the purposes of this manual, “property to be acquired” refers to any kind of 
permanent interest such as fee simple title, land contracts, permanent easements, 
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long-term leases, and rights-of-way. Temporary easements are also subject to all the 
same rules as other forms of acquisition unless the temporary easement exclusively 
benefits the property owner. Subrecipients should also be aware that all methods of 
acquisition (e.g., purchase, donation, or partial donation) are covered by the URA. 

Acquisition rules must be followed whenever: 

• The subrecipient undertakes the purchase of property directly; 
• The subrecipient hires an agent, private developer, etc. to act on their behalf;  
• The subrecipient provides a nonprofit, or for-profit entity organization with 

funds to purchase; or 
• The Subrecipient provides federal assistance to individuals who are acquiring 

their own home (i.e. homebuyer assistance program). 

NOTE: Subrecipients must also adhere to environmental review requirements as 
they relate to acquisition including the requirements regarding options and 
conditional contracts. 

Voluntary Versus Involuntary Real Property Acquisition 
Property acquisition procedures fall into two distinct areas: Voluntary and non-
voluntary. To determine which procedures must be followed, the State’s 
Subrecipient must answer the following questions:  

▪ Does the entity carrying out project activities and, which will be acquiring the 
property, have the power of eminent domain?  

▪ If the entity has the power of eminent domain, will it use this power, if 
necessary, to secure the property needed to carry out the project? 

Answering "yes" to both these questions requires the State’s Subrecipient to follow 
the nonvoluntary procedures. 

Subrecipients must understand the critical difference between voluntary and 
involuntary acquisition of real property to ensure compliance with all applicable 
rules. There are protections for sellers in both voluntary and involuntary acquisitions. 
The key difference between the two types of acquisition is that when a voluntary sale 
occurs, there can be no threat of eminent domain. Regardless of the form of 
acquisition used, it is strongly recommended that the Subrecipient maintain a 
log of contacts with the owner in the acquisition file. 

Voluntary Real Property Acquisition 
Note: The use of federal funds may not be originally anticipated during the 
conceptual phase or at the beginning of a project. Therefore, Subrecipients should 
proceed with caution if federal resources could be introduced later in the project. 
Acquisition activities are subject to the URA if there is intent to acquire property for a 
federal or federally assisted project at any point during a project. 

The URA recognizes three general types of purchases as potentially voluntary. 
Generally, they are: 
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• Purchases in which persons are acting on behalf of an agency with the power of 
eminent domain but the Subrecipient or community states in writing that it will 
not use this power. Example: The Subrecipient has identified parcel (s) for a 
project but will not use its powers to obtain the property through 
condemnation. In this case, the Subrecipient and/or buyer must inform the 
seller of this fact in writing and, if the offer is not accepted, be prepared to look 
for another property as the condemnation process will not be used to acquire 
the identified parcel. 

• Purchases where a Subrecipient, agency, or person does not have the power of 
eminent domain. Example: A nonprofit organization without the power of 
eminent domain is looking for properties suitable for purchase, rehabilitation, 
and resale. All their negotiations must be conducted in accordance with the 
rules for voluntary acquisition. 

• Purchases of property from government agencies (federal, state, or local) where 
the Subrecipient does not have the power of eminent domain over the other 
entity. Example: A nonprofit organization without the power of eminent domain 
selects a vacant lot that is owned by the Corps of Engineers. The nonprofit 
organization would never be able to purchase the property if the Corps is not 
agreeable to their offer. 

Sometimes there is confusion about what is actually considered “voluntary.” A 
common misconception is that “willing seller”, or “amicable agreement” means a 
transaction is “voluntary.” This is not true under URA. The applicable requirement of 
the regulations at 49 CFR 24.101(b)(1)-(5) must be satisfied for a transaction to be 
considered voluntary. 

Each type of voluntary acquisition, and the URA requirements pertaining to each, is 
described as follows: 

• The public notice, advertisements and literature should include a description of 
what the subrecipients intends to purchase, its reasons, and any conditions of 
which a seller should be aware. 

• The voluntary acquisition policy must a state that if a mutually satisfactory 
agreement cannot be reached, the subrecipient will not buy or condemn the 
property for the same purpose. 

• The subrecipient should indicate that owner-occupants are not eligible for 
relocation benefits in the public notice and the acknowledgement form should 
be attached to the purchase offer. 

• While owner-occupants of a property acquired through voluntary acquisition 
are not eligible for relocation benefits, all tenants in legal occupancy (including 
non-residential occupants are protected by the URA and are eligible for 
relocation benefits under the URA. 

VOLUNTARY ACQUISITION BY A SUBRECIPIENT OR PERSONS ACTION 
ON BEHALF OF A SUBRECIPIENT WITH THE POWER OF EMINENT 
DOMAIN 

• To be considered a voluntary acquisition by a Subrecipient with the power of 
eminent domain, the property may not be part of a planned or designated 
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project area where substantially all the property in the area will be purchased 
within a specified time frame. 

• The search for alternative sites for the project or activity may be limited to one 
geographic area, but if none of the owners are willing to sell voluntarily, the 
Subrecipient must be prepared to look in another area for a suitable site. Where 
a Subrecipient wishes to purchase more than one site within a general 
geographic area on this basis, all owners are to be treated in an equivalent or 
like manner. 

If a Subrecipient determines that a specific site is necessary for a program or activity 
it is planning to undertake, then the sale cannot be considered voluntary. It is 
assumed that, if negotiations fail, the Subrecipient could ultimately acquire the 
property through condemnation. Thus, the acquisition is not considered voluntary. 
Note: Temporary or permanent easements are only very rarely not part of a planned 
project; therefore, easements are discussed at the beginning of this Section and 
under Involuntary Acquisitions at the end of this Section. 

If someone else, such as a private developer or realtor, is authorized to act on the 
Subrecipient’s behalf in negotiating the purchase, and the Subrecipient is prepared 
to intervene and use condemnation if the negotiations are unsuccessful, the 
acquisition is not considered voluntary. 

To be voluntary, the Subrecipient must meet all the requirements listed below and 
inform the property owner in writing that: 

• Federal funds are involved in the transaction; however, the Subrecipient will not 
use its power of eminent domain if negotiations fail to result in an amicable 
agreement; and 

• The Subrecipient estimate of the market value for the property to be acquired 
as outlined below. To estimate market value in a voluntary acquisition, 
Subrecipients must follow specific procedures: 

• A formal appraisal is not required by the URA in voluntary acquisitions. 
However, the purchase may involve a private lender requiring an appraisal. 

• While an appraisal for voluntary transactions is not required, Subrecipients may 
still decide that an appraisal is necessary to support their determination of 
market value, Subrecipients must have some reasonable basis for their 
determination of market value. 

• If an appraisal is not obtained, someone with knowledge of the local real estate 
market must make this determination and document the file. 

After a Subrecipient has established a market value for the property and has notified 
the owner of this amount in writing, a Subrecipient may negotiate freely with the 
owner to reach an agreement. Since these transactions are voluntary, negotiations 
may result in an agreement for the amount of the original estimate, an amount 
exceeding it, or for a lesser amount. 

Although not required by the regulations, it could be appropriate for Subrecipients 
to apply the URA administrative settlement concept and procedures in the URA 
regulations to negotiate amounts that exceed the original estimate of market value 
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(if they can demonstrate that the offer was reasonable and necessary to accomplish 
the project). 

If Subrecipients anticipate they will offer an amount greater than market value, they 
must submit a request in writing and provide supporting documentation to ODOC 
for a basis to pay an amount that is more than market value. ODOC must provide 
approval prior to payment. 

Note: Subrecipients cannot take any coercive action to reach an agreement on the 
price to be paid for the property. 

VOLUNTARY ACQUISITION BY ORGANIZATIONS WITHOUT THE POWER 
OF EMINENT DOMAIN (INCLUDING NONPROFITS AND INDIVIDUALS) 

Nonprofit organizations and individual buyers generally do not have the power of 
eminent domain. Under such circumstances, the requirements for URA are limited. 
In these types of purchases, the buyer, who could be a private citizen, a developer, or 
an organization, must inform the seller of three things in writing:  

• The buyer does not have the power of eminent domain; 
• Federal funds are involved in the acquisition of their real estate; and 
• The owner will not be eligible for relocation benefits, and an estimate of the 

fair market value of the property. 

After the buyer/Subrecipient has determined the property’s market value and has 
notified the owner of this amount in writing, the buyer/Subrecipient may negotiate 
freely with the owner to establish the purchase price. If the seller refuses to accept 
the offer, the buyer/Subrecipient must look for another property to purchase. 

In voluntary transactions, the seller must be notified of the preceding information 
using Exhibit TBD “Disclosures to Seller with Voluntary Arm’s Length Purchase 
Offer”. If, for any reasons, the seller is not informed of these facts prior to the closing, 
the seller should be immediately informed and allowed to withdraw from the 
purchase agreement without penalty. 

VOLUNTARY ACQUISITION OF GOVERNMENT PROPERTY 

Acquisition is considered voluntary when the property is owned by a government 
agency and the buyer does not have the power of eminent domain. Subrecipients 
and individual buyers do not possess the legal authority to condemn government-
owned property. 

PROPERTY DONATIONS 

Voluntary acquisition included donations of real property; however, the owner must 
be fully informed of his or her rights under the URA, including the right to receive a 
payment for the property. In addition, the owner must acknowledge his or her URA 
rights and release the Subrecipient, in writing, from its obligation to appraise the 
property. The Subrecipient must retain this acknowledgement in the project file. 
Exhibit TBD should be used as a template for the Subrecipients as the “Seller 
Acknowledgement of Acquisition and Relocation Rights and Benefits under the 
Uniform Relocation Act”. 
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Involuntary Acquisitions 
No CDBG-DR funds may be used to support Subrecipient for projects that seek to 
use the power of eminent domain unless eminent domain is employed for a public 
use. Any Subrecipient considering the involuntary acquisition of property must 
notify ODOC during the application process and/or prior to contacting property 
owners for review and approval. ODOC provides recipients with templates for: 
Involuntary Preliminary Acquisition Notice, Invitation to Accompany an Appraiser, 
Written Offer to Purchase, Statement of Basis of Just Compensation, and Notice of 
Intent Not to Acquire, Donation and Appraisal Waiver, and Administrative 
Settlement. 

PROCEDURES FOR INVOLUNTARY ACQUISITION 

Whenever the State’s Subrecipient undertaking the CDBG-DR- funded project has 
the power of eminent domain and will use it, if necessary, to acquire specific parcels 
of property to carry out project activities, it must follow the non-voluntary 
procedures of acquisition. [Refer to HUD Handbook 1378, Chapter 5, for detailed 
guidance. State’s Subrecipients are strongly encouraged to contact ODOC for 
technical assistance as soon as the contract is executed.] This procedure is very 
similar to the voluntary procedure. [Attachment 9] 

Since going through this process assumes the individual parcels needed to 
undertake the project are or will be known, the first step is to identify each parcel 
and confirm the ownership of that parcel. A file should be set up for each parcel. 
[Enclose the publication "When a Public Agency Acquires Your Property".] 

The next step is to determine if an appraisal is required. 

After the specific parcel(s) and ownership have been confirmed and the need for an 
appraisal tentatively confirmed, the property owner is to be notified in writing of the 
State’s Subrecipient's intent to acquire the property. This notification specifically 
advises the property owner of his/her rights and gives him/her the option of waiving 
his/her right to fair compensation (donation) and/or his/her right to have an 
appraisal conducted, whether they are donating or not. [Attachment 9] 

If the property owner requests an appraisal, the State’s Subrecipient must conduct it, 
even if the estimated FMV is less than $10,000. If the appraisal is neither required nor 
requested, skip to step 5. 

If the property owner waives his/her right to an appraisal, a release to this effect 
must be executed. 

If an appraisal is required or requested, the next step is to conduct the appraisal. The 
appraiser must advise the property owner of the date the appraisal will be 
conducted and invite the property owner to accompany the appraiser. The same 
steps are followed for the conduct of a second, or review, appraisal. [Attachment 5] 

When the appraisal and review appraisal have been finished [Review appraisals are 
required in all non-voluntary acquisitions. See 49 CFR 24.104.]: 
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If the property owner had previously indicated a willingness to donate the property 
but requested an appraisal prior to doing so, a copy of the appraisal report must be 
provided to the owner. At this time, the waiver of rights release must be executed, if 
not done previously.  

If the property owner had not indicated a willingness to donate the property, the 
State’s Subrecipient prepares a written statement basis for just compensation. The 
dollar value of this statement may not be less than the FMV established by the 
appraisal/ review appraisal. 

Note: Donation of property most commonly occurs when the State’s Subrecipient is 
asking for easement rights. The property owner will usually be receiving a new or 
improved service (water, sewer, etc.) in exchange for donating a partial use of his/her 
property to locate the service. The property owner may waive his/her right to an 
appraisal if they believe that the FMV is apt to be zero, i.e., the loss in value due to 
damage or partial interest is offset by the value of the improvements. 

The State’s Subrecipient must submit an offer of just compensation with attached 
statement of basis. [Attachment 6 (insert Option B)] 

If the property owner accepts the offer of just compensation, either immediately or 
after a period of successful negotiation, the State’s Subrecipient must prepare and 
submit a statement of settlement costs. [Attachment 13] This statement reflects the 
price agreed upon plus incidental costs associated with transfer of title, e.g., 
recording fees, transfer taxes, etc. If the State’s Subrecipient pays more than the 
FMV, this is called an administrative settlement and the file must contain a written 
justification of the excess costs. Unjustified payments more than the FMV may be 
disallowed at ODOC's discretion. 

Submit a copy of the appraisal, review appraisal, basis of cost, offer of just 
compensation and summary of settlement costs to ODOC for review and approval. 
This must be done prior to or along with the acquisition cost request for payment if 
CDBG-DR funds are to be used to cover these costs. 

If the State’s Subrecipient and property owner are unable to negotiate a settlement, 
the State’s Subrecipient must decide which of two options to pursue: 

1. A decision not to acquire the property. If this decision is made, the State’s 
Subrecipient must notify the property owner of this decision in writing 
[Attachment 7]; or a decision to initiate condemnation proceedings. 

2. Complete the acquisition by preparing and executing the appropriate legal 
documentation (contract for sale, deeds, etc.). If applicable, the property 
owner and/or tenant are provided a ninety-day (90-day) advance written 
notice to vacate and remove any personal belongings from the property 
acquired. 

Note on Condemnations: 

• Exercising the power of eminent domain by condemning private property for a 
public purpose is absolutely the final step in the acquisition process. It is a step 
which should be taken only after all other alternatives have been exhausted 
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and the State’s Subrecipient determines that the property in question is so 
crucial to an important public purpose that no other alternative is possible. 

• While ODOC recognizes that this action is sometimes inevitable, it is not bound 
by either the delays that might occur or the compensation the court 
determines. The State’s Sub-recipients should be mindful when proceeding 
with a condemnation that a prolonged legal fight may jeopardize the ability of 
the State’s Subrecipient to implement the project within the contract time 
period. Further, ODOC will not increase the grant award if the court decision 
exceeds the amount budgeted in the grant for acquisition and no other savings 
can be realized in other grant line items. 

Points to Keep in Mind: 

• If the acquisition of only a portion of a property would leave the owner with a 
remnant that was not economically viable (not large enough for any reasonable 
use), the State’s Subrecipient must offer to purchase this remnant along with 
the portion needed for the project. 

• If the owner, in response to the offer, provides additional information that 
indicates the need for a new appraisal or if there has been a significant delay 
since the appraisal was conducted, an updated or new appraisal must be 
conducted, and the acquiring State’s Subrecipient must re-establish its offer. 

• The State’s Subrecipient (whichever is acquiring the property) must guard 
against both the existence and appearance of a conflict of interest in using 
CDBG-DR funds to acquire property. Special measures must be taken if an 
officer or employee of the acquiring State’s Subrecipient sells property to the 
State’s Subrecipient. 

Qualifications of Appraisers and Review Appraisers: 

• The State’s Subrecipient shall establish criteria for determining the minimum 
qualifications and competency of appraisers and review appraisers. 
Qualification should be consistent with the scope of work for the assignment. 
The State’s Subrecipient shall review the experience, education, training, 
certification/licensing, designation(s), and other qualifications of appraisers and 
use only those determined to be qualified. If contracting with an appraiser for a 
fee, such appraiser shall be State licensed or certified in accordance with Title XI 
of the Financial Institutions Reform, Recovery and Enforcement Act of 1989 
(FIRREA) (12.U.S.C. 3331 et seq). 

• The review appraiser is responsible for examining the analysis and presentation 
of data, assuring that all appraisal requirements are met, and that the appraisal 
meets the requirements as listed in 49 CFR 24.103(a). The review appraiser can 
accept the appraisal as recommended and that complies with all requirements. 
During the review, the review appraiser shall consult with the appraiser(s) to 
clarify report conclusions. If the review appraiser prepares an independent 
valuation, it must meet 49 CFR 24.103 appraisal requirements. The review 
appraiser must prepare a written report on the results of the review, and if 
appraisal is not accepted, such person must include the reason for not 
accepting. 
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• In accordance with 49 CFR 24.102(n), appraisers, review appraisers, and waiver 
valuation preparers shall not have any interest in the property, shall not be 
subject to influence or coercion regarding the valuation, and may be authorized 
to act as negotiator where valuation role is for acquisition less than $10,000. 

The Purchase Price (Fair-Market Value) - A certified appraisal must be conducted for 
determining the fair-market value (FMV) of a property. The appraisal requirement 
may be waived in instances where the anticipated value is less than $10,000. For 
properties where the anticipated value is between $10,000 and $25,000, the 
appraisal requirement may also be waived provided the property owner is offered 
the option of having the Agency appraise the property. When an appraisal is 
determined to be unnecessary, the Agency shall prepare a waiver valuation. The 
person performing the waiver valuation must have sufficient understanding of the 
local real estate market to be qualified to make the waiver valuation. Additional 
information on determining the FMV of a property, including criteria for appraisals, 
can be found at 49 CFR Part 24 Uniform Relocation Assistance and Real Property 
Acquisition for Federal and Federally- Assisted Programs. 

Buyout or Acquisition of Commercial Properties - Per 24 CFR 570.483(b)(4), if a 
business can document that it is retaining or creating 51 percent low- and moderate-
income jobs (LMJ) as a result of the buyout, the LMJ national objective will be met. 
The actual clearance of the property may address an urgent need or blighted 
condition. As with residential properties, an area benefit may be provided if the end 
use of the land will be available to an entire residential community (such as park or 
green space) and at least 51 percent of the households are LMI. The end use must be 
CDBG- DR eligible and meet a National Objective. 

NOTICES OF FUNDING AVAILABILITY (NOFAS), APPLICANT 
CERTIFICATIONS AND/OR WRITTEN AGREEMENTS FOR FUNDS SUBJECT 
TO THE UNIFORM ACT SHALL REFER TO FEDERAL AND STATE RULES, 
AS APPROPRIATE 

Recipients with eminent domain authority may only utilize this authority to acquire 
property using ODOC funding after discussion with and approval from ODOC. Many 
projects funded by CDBG-DR involve some form of property acquisition. The 
acquisition may be temporary, such as a construction easement, or it may be 
permanent. Permanent property acquisition may range from "partial", such as 
securing an easement, to outright purchase and transfer of ownership. Whichever 
the case, there are very specific procedural requirements imposed on State’s 
Subrecipients when they must acquire private property in order to carry out their 
community development programs. The guiding principle in these procedures is the 
fundamental rights of property owners to receive "just compensation" when their 
property is needed or desired to achieve public purposes. [Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970, as amended (42 USC 
4601, et seq.) 49 CFR 24, Subpart B] The Final Rule of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970 and updated Booklets 
that provide guidance on acquisition and relocation procedures are located at the 
end of this requirement. 
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These procedures may apply even if the property was acquired prior to submission 
of the grant application and even if CDBG-DR funds are not involved in the actual 
acquisition costs. If the property was or is acquired with the express intent of using it 
for the activities for which CDBG- DR funds are requested, that acquisition must 
have been and/or be conducted in conformance with the requirements spelled out 
in this Requirement. [HUD Handbook 1378] 
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/1378
0 

Property acquisition procedures fall into two distinct areas: Voluntary and non-
voluntary. In order to determine which procedures must be followed, the State’s 
Subrecipient must answer the following questions: Does the entity which is carrying 
out project activities and which will be acquiring the property have the power of 
eminent domain? If the entity has the power of eminent domain, will it use this 
power, if necessary, to secure the property needed to carry out the project? 

Answering "yes" to both these questions requires the State’s Subrecipient to follow 
the non- voluntary procedures. 

The rest of this Requirement provides specific guidance for meeting the procedural 
requirements of these two methods of property acquisition. 

In a voluntary acquisition, the State’s Subrecipient notifies the property owner of an 
interest in acquiring the property, with a clear statement that it cannot or will not 
condemn the property to obtain it for the project. [Attachment 1] The purpose of 
notification is to determine if the property owner is interested in negotiating the sale 
of the property. If the owner is not interested, the State’s Subrecipient must 
determine if the project can proceed at any alternative location. If it cannot, the 
project may not proceed further and the grant will be de-obligated. 

If the State’s Subrecipient opts to go the voluntary route in a site-specific project and 
fails to find a willing seller, it may not start over with the non-voluntary approach. 
This would amount to after-the-fact coercion against a property owner. If the 
property is crucial to the project, the State’s Subrecipient should think long and hard 
about the method used to acquire it. 

If the project does not require a very specific parcel, i.e., it can be undertaken on any 
site within a given geographic area, the State’s Subrecipient sends a notice to a 
limited number of property owners in the area. The purpose of this notice is to 
determine if there are any owners who are actively interested in selling their 
property. If the State’s Subrecipient receives an expression of willingness from one or 
more owners, it should develop a priority list of such properties based on the 
characteristics (location, likely cost, etc.) which are most advantageous to it. 
[Attachment 2] 

All notices must be personally served to owners and occupants or sent by registered 
first- class mail, return receipt requested. 

Assuming there is at least one willing owner or that the site-specific property owner 
is willing to consider a voluntary transaction, the next step is to determine if there 
are any tenants involved, excluding the owner. If there are, the State’s Subrecipient 
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must notify each tenant and advise him/her that it is considering acquiring the 
property on which they reside for the purposes of carrying out a project. The notice 
must also alert all tenants that they will not be eligible for any relocation assistance if 
they move out at this time. [Attachment 3 or 4] 

Following tenant notification, the State’s Subrecipient must make a preliminary 
estimate of property value and use. The purpose of this estimate is to determine if a 
formal appraisal will be necessary. An appraisal is not required if: 

• The owner is donating the property and releases the State’s Subrecipient from 
its obligation to appraise the property; or 

• The State’s Subrecipient determines that an appraisal is unnecessary because 
the valuation problem is uncomplicated and the anticipated value of the 
proposed acquisition is estimated at $10,000 or less, based on a review of 
available data. When an appraisal is determined to be unnecessary, the State’s 
Subrecipient shall prepare a waiver valuation. A waiver valuation is the valuation 
process used and the product produced when the State’s Subrecipient 
determines that an appraisal is not required, pursuant to appraisal wavier 
provisions in 24 CFR 24.102(2). The person performing the waiver valuation must 
have sufficient understanding of the local real estate market to be qualified to 
make the waiver valuation. [When hiring an appraiser, refer to HUD Handbook 
1378, Appendix 20: Agreement for Appraisal Services.] 

If an appraisal is required, the appraiser must notify the property owner of the date 
the appraisal is going to be conducted and invite the owner to accompany the 
appraiser [Attachment 5]. The State’s Subrecipient is responsible to ensure that the 
appraisals meet appraisal requirements as listed in 49 CFR 24.103(a). 

When the appraisal and review appraisal, if applicable, have been conducted and fair 
market value established. [Review appraisals are required in all non-voluntary 
acquisitions. See 49 CFR 24.104.] 

The State’s Subrecipient must submit a written offer to purchase the property. 
[Attachment 6 (Insert Option A) the Fair Market Value (FMV) established by the 
State’s Subrecipient must be based on the appraised value. Other considerations 
may include the timing of the sale and length of time the property is off the market.] 

The offer may not be more than the appraised FMV; however, the sale price may be 
less than the appraised value. 

At this point, negotiation begins. The owner has the option of accepting the offer, 
making a counteroffer, or rejecting the offer outright. If, at any point in this process, 
the State’s Subrecipient decides it does not wish to acquire the property, regardless 
of the reason, it must notify the property owner of this fact. 

The State’s Subrecipient must submit a copy of the appraisal, review appraisal (if 
appropriate) and any other documentation for the established FMV to ODOC for 
review and approval, regardless of whether CDBG-DR funds will be used to pay for 
the acquisition. If CDBG- DR funds are to be used, this documentation must be 
submitted with the request for payment. Unjustified payments more than the 
appraised value may be disallowed at ODOC's discretion. 



2019 CDBG-DR Policies and Procedures Manual 101 
 

Complete the acquisition by preparing and executing the appropriate legal 
documentation (contract for sale, deeds, etc.). If applicable, the property owner 
and/or tenant is provided a ninety-day (90-day) advance written notice to vacate and 
remove any personal belongings from the property acquired. 

Note: State’s Subrecipients are strongly encouraged not to execute any binding 
documents for purchase of property prior to ODOC approval. If ODOC determines 
that the process fails to comply with any requirements, the State’s Subrecipient will 
not be allowed to use any CDBG-DR funds for acquisition, leaving the State’s 
Subrecipient financially liable. If some form of offer and acceptance is crucial prior to 
ODOC approval, it should be contingent upon formal ODOC approval. 

Relocation 
If the property owner or tenant is forced to move, either temporarily or permanently, 
because of CDBG-DR-funded activities, that person or household is involuntarily 
displaced. A displaced person is entitled to certain services, including counseling, 
payments for relocation and, in certain circumstances, assistance in obtaining 
replacement housing.  

The State’s Subrecipient must determine who might be affected if displaced, 
provide the required assistance under the Uniform Relocation Act, and document 
that the process has been followed. This is an involved and detailed process. For that 
reason, it will not be repeated in this Manual. A separate Handbook is available to 
State’s Subrecipients  The HUD Handbook 1378 Tenant Assistance and Real Property 
Acquisition can be accessed at: 
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/1378
0 

While the specific procedural and record-keeping requirements are detailed, the 
basic outline of the process is as follows: 

• Determine which persons or households may have to be displaced and 
whether the displacement is permanent or temporary; 

• Make certain that affected persons or households receive notice not to relocate 
(move) before they are eligible to receive assistance and that they understand 
their rights for assistance; and 

• Provide the assistance to which displaced persons or households are entitled, 
not more or less. 

 REQUIREMENTS UNDER 49 CFR 24 (URA) AND 24 CFR 570.104 

Keep outstanding, detailed records on every aspect of the process. These 
requirements apply only to a non-voluntary property acquisition.  

Note: The single most common mistake made by State’s Subrecipients in the 
acquisition or relocation process is failure to provide required notices in a timely 
fashion, especially to tenants. Provide proper notices at the right times. Failure to do 
so exposes the State’s Subrecipient to legal challenges and additional expenses. 

https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/13780
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/13780
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Tenant Displacement and Relocation 
Any buyout or acquisition program should be prepared to address displaced tenant 
needs following the guidance in their FR Notice and the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970, as amended (URA) and 
other HUD requirements such as Section 104(d) of the Housing and Community 
Development Act. Even if the buyout program does not intend to make eligible the 
purchase of tenant-occupied properties, a URA Notice of Intent and General 
Information Notice should still be provided as required when implementing a 
buyout or acquisition program. 

URA - Map 21 Revision to 49 CFR part 24 
Revisions to Residential Relocation & Non-Residential Relocation housing payments 
have been revised and should be followed and considered when budgeting for this 
activity.  

Relocation Tenant Waivers & Alternative Requirements 
HUD CPD Notice 08-02 (Flexibility upon Request for certain circumstances) Waivers 
may be granted by the State when failure to suspend certain provisions would 
impede disaster recovery. Subrecipients/Agencies should consider the waivers to the 
URA 49 CFR Part 24 and Section 104(d), and Section 414 of the Stafford Act 
provisions and may request these waivers as applicable and justifiable for reasonable 
costs for the locality. 

30% of Income 
Financial assistance should be sufficient to reduce the displaced person’s post-
displacement rent/utility cost to 30% of household income. (If tenants have been 
paying rents more than 30% of household income without demonstrable hardship, 
rental assistance payments to reduce tenant costs to 30% would not be required). 
The subrecipient must establish a uniform definition of “demonstrable hardship” in 
their program per their locality. Appropriate Documentation would be required of 
the program participant for review before this requirement could be waived such as: 

• Comparable Replacement Dwelling 
• Fixed payments for Moving Expenses 
• Optional Policy 

Replacement of Low- to Moderate-Income Housing Units 
Section 104(d) of the Housing and Community Development Act (the "Barney Frank 
Amendment") imposes specific obligations on State’s Subrecipients with respect to 
the replacement of low- and moderate-income housing units and for the provision 
of relocation assistance to displaced low- and moderate-income families or persons. 
[See 24 CFR 570.4488(c) and HUD Handbook 1378, Chapter 7.] 

In brief, these special provisions are triggered when any CDBG-DR-funded activity 
causes the conversion of low- to moderate-income housing (including vacant 
occupiable units) into [24 CFR 570.488(c)];  
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• Non-housing, e.g., demolition of housing units to make room available for 
some other purpose such as a shopping center or community center; or 

• A smaller number of units, i.e., conversion of a multi-family unit to fewer units 
and/or to fewer net bedrooms; or 

• Non-low- to moderate-income housing, i.e., upgrading a low-rent apartment 
building into an upscale condominium. 

Any CDBG-DR-funded activity, which causes a reduction in the number of 
residential units/bedrooms available to and occupied by low- and moderate-income 
persons in the State’s Subrecipient's jurisdiction must be offset by an equal 
replacement of the lost units. In addition, displaced low- and moderate-income 
families are eligible to receive either the normal URA relocation assistance or, 
potentially, more generous benefits available under HUD regulation. The choice of 
benefits is the displaced persons. 

Replacement housing must meet the following criteria [Some exemptions from 
these criteria are possible]: 

• It must be located within the State’s Subrecipient's jurisdiction and, 
preferably, within the same neighborhood as the units replaced; 

• The number of replacement bedrooms must at least equal the number 
removed [Because the obligations under this provision of the law can be 
extremely technical, the State’s Subrecipient should contact ODOC for 
detailed guidance]; 

• The replacement units must be in standard condition; 
• Replacement units must be made available for occupancy within an 

approximate four- year time period; and 
• Replacement units must remain affordable for 10 years from date of initial 

occupancy. 

ODOC is adopting the waiver provided through Section IV.F.1 of the Consolidated 
Notice, Section 104(d) One-for-One Replacement of Lower Income Dwelling 
Units. To comply with this alternative requirement, ODOC is defining a property 
as “not suitable for rehabilitation” if any of these conditions apply: 

1. The property is declared a total loss. 
2. Repairs would exceed 50% of the cost of reconstruction. 
3. The home is in the 100-year floodplain or is part of the Disaster Risk Reduction 

Area as defined in the State’s 2019 CDBG-DR Action Plan and Voluntary 
Buyout Program Guidelines.  

 

Residential Anti-Displacement and Relocation Assistance 
Plan 
The State’s Subrecipient must prepare and adopt a Residential Anti-Displacement 
and Relocation Assistance Plan, regardless of whether displacement or relocation is 
or is not anticipated. The Subgrantee may also choose to adopt ODOC’s Anti-
Displacement and Relocation Plan. Submission of the Plan is one of the contract 
conditions that must be cleared prior to release of funds by ODOC. The State’s 
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Subrecipient will recall that it certified it would take all reasonable steps to minimize 
the displacement of persons (families, individuals, businesses, non- profit 
organizations and farms) as a result of activities assisted with CDBG-DR funds. 

The Anti-Displacement and Relocation Plan must provide certain relocation 
assistance to any low- or moderate-income person displaced as a direct result of 
demolition or conversion to other use as a result of the CDBG-DR-funded activity. 
The nature and extent of a given Plan are dependent on whether the State’s 
Subrecipient anticipates any kind of displacement. If the nature of the project is such 
that no demolition or conversion is expected, the Plan is essentially a certification 
that required procedures for replacement and relocation assistance will be followed 
in the unlikely event that demolition or conversion occurs. 

If the State’s Subrecipient knows from the beginning that displacement will occur as 
a result of project activities, the Plan must be very specific in terms of: 

• The nature of project activities (a description of the project); 
• The location of units to be displaced (by size and number); 
• The location of comparable replacement units (by size and number); 
• The source(s) of funding and time schedule for providing the replacement 

units; 
• The basis for concluding that replacement units qualify, and other 

requirements of the regulations. If developments during project 
implementation cause unforeseen displacement, the Plan must be amended. 

Summary 
As mentioned at the outset of this Requirement, few issues have more legal or 
emotional impact than the rights of property owners and tenants. It is crucial that 
these rights be scrupulously protected and observed when undertaking any public 
project. The State’s Subrecipients are strongly encouraged to seek out technical 
assistance from ODOC at the earliest stages of project implementation. The State’s 
Subrecipients are also strongly encouraged to read the more detailed guidance 
referenced in this Requirement if they are undertaking any property acquisition or 
will displace any persons or households. Finally, the State’s Subrecipient must take 
great care to avoid the existence or appearance of coercion. 

Attachments 
201 Sample Voluntary Notice to Specific Owners  
202 Sample Voluntary Notice to Several Owners  
203 Sample Notice to Tenants Not Displaced  
204 Sample Notice to Tenants Who May Be Displaced 
205 7 Sample Letter Notification of Date of Appraisal/Invitation to Accompany  
206 Sample Notification of Fair Market Value 
207 Sample of Notice of Decision Not to Acquire Property  
208 Property Acquisition, Individual Parcel File Requirements 
209 Sample Notice of Interest in Acquiring Property, Non-Voluntary Acquisition  
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210 Sample Waiver of Required Appraisal 
211 Sample Agreement to Waive Rights to Full Compensation  
212 Sample Statement of the Basis for Determining Just Compensation  
213 Sample Statement of Settlement Costs 
214 Relocation, Individual Household File Requirements 
215 Sample Residential Anti-Displacement and Relocation Assistance Plan 
216 Notice to Prospective Buyers of Properties Located in Runway Clear Zones and 

Clear Zones/Accident Potential Zones 
217 Property Acquisition Process – Voluntary Transaction Flow Chart  
218 Property Acquisition Process – Non Voluntary Transaction Flow Chart 

For more detailed information, please see HUD.gov - Tenant Assistance, Relocation 
and Real Property Acquisition Handbook (1378.0) 

https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/1378
0  

  

https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/13780
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/13780
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Requirement No. 403 – 
Environmental Review 
Overview of the Process 
State’s Subrecipients shall comply with the National Environmental Policy Act of 
1969 (NEPA) and the Environmental Review Procedures for the Community 
Development Block Grant, per 24 CFR 58.5, covering the following areas: a) Historic 
Properties, b) Floodplain Management and Wetlands Protection, c) Coastal Zone 
Management, d) Sole Source Aquifers, e) Endangered Species, f) Wild and Scenic 
Rivers, g) Air Quality, h) Farmlands Protection, i) HUD Environmental Standards, and 
j) Environmental Justice. 

Please Review the 2016 CDBG-DR Environmental Review Webinar: 
https://www.hudexchange.info/trainings/courses/2016-cdbg-dr-environmental-
review- webinar/ 

Environmental responsibilities have both legal and financial ramifications. A State’s 
Subrecipient assumes the role of Federal official under the provisions of NEPA and 
24 CFR 58 and 24 CFR 50. Please refer to the “OEE Handbook for HUD 
Environmental Compliance (2015)”, located at https://www.okcommerce.gov/wp-
content/uploads/OEE-Handbook-for-HUD-Environmental-Compliance-2015.pdf 

The State’s Subrecipient’s Chief Executive Official will assume overall responsibility 
for the environmental review process, including making determinations and signing 
required certifications. This environmental duty may not be delegated, although 
certified CDBG-DR administrators, staff and/or State resources may provide 
technical assistance to support local efforts. 

When the ODOC Programs Planner initially begins the Environmental Review 
submitted by the State’s subrecipients, only the ODOC Programs Representative has 
the authority to signoff as the Responsible Entity. Similarly, when the ODOC 
Programs Representative initially begins the Environmental Review submitted by 
the State’s subrecipients, only the ODOC Programs Planner has the authority to 
signoff as the Responsible Entity. The purpose behind this is to ensure appropriate 
oversight over the Environmental Review. In the event where either the Programs 
Planner or the Programs Representative is out on extended leave, the Senior 
Program Monitor (CDBG) can either review or sign as the Responsible Entity for one 
of those staff members. ODOC will continue to maintain oversight to ensure 
compliance with all Federal environmental requirements. This process is shown 
below: 
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Local officials should review the liability and indemnification statutes as well as the 
status and coverage of local liability insurance policies when accepting responsibility 
under environmental laws. If a suit is filed against a program in Federal court on 
findings/environmental grounds, the chief executive official will be named the 
respondent. 

In administering the program, the State of Oklahoma accepts no responsibilities or 
liabilities for the quality or accuracy of the local environmental review process. 
ODOC's responsibility is to ensure that the State’s Subrecipient has complied with 
the procedural requirements of various environmental statutes, regulations and 
executive orders. There will be a separation between ODOC staff in who reviews and 
signs the Environmental Review.  

Contract responsibilities require a complete environmental review of all project 
activities related geographically or functionally even if some activities are funded by 
other sources or provided by any type of volunteer or in-kind resources (24 CFR 
58.32). 
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Environmental Review - Policies and Procedures 
For policy guidance with completing the environmental review and document 
compliance with 24 CFR Part 58 and Part 50, please refer to the HUD Exchange 
website: 

https://www.hudexchange.info/programs/environmental-review/  

To assist with these reviews at the local level, a “Regulatory Agency” letter format 
requesting concurrence with the “Finding” found in the Form Section of this Guide. 

The following “Levels of Environmental Review” may pertain to the project activities 
listed in the approved CDBG-DR Application Contract Budget located in the 
OKGrants system. Each project activity requires submittal of a Certification Form as 
it pertains to levels of environmental review. 

Please refer to the Release of Funds Checklist Form for submittals in the OKGrants 
system. 

1. Exempt Activities - 24 CFR Part 58 (58.34, subject to CFR 58.6): Certain activities 
are exempt from the environmental review requirements of NEPA and the 
environmental requirements of other applicable Federal laws and requirements 
under 24 CFR 58.6. (Examples include grant administrative costs, advertisements, 
engineering, architecture, testing, and planning). 

2. Categorically Excluded Activities - 24 CFR Part 58 (58.35b, not Subject to 24 CFR 
58.5, subject to CFR 58.6): Purchase of Equipment (Fire Trucks). The State’s 
Subrecipient is still required to address the requirements under 24 CFR 58.6. 

The activities above may submit for release of funds upon execution of contract with 
ODOC before procurement of professional services or equipment. Please complete 
and submit the RROF checklist and HUD Exempt/CENST forms: 

https://www.hudexchange.info/resource/3141/part-58-environmental-review-
exempt-or- censt-format/  

3. Categorically Excluded Activities - 24 CFR Part 58 (58.35a (1-6), Subject To 24 CFR 
58.5): Certain activities are "excluded" from NEPA requirements; however, other 
Federal laws and authorities listed in 24 CFR 58.5 are applicable. These Categorically 
Excluded Activities can be found in 24 CFR 58.35a (1-6). 

4. Environmental Assessment (EA) - 24 CFR Part 58 and Part 50 (58.36) - Activities 
which are neither Exempt nor Categorically Excluded will require an EA to 
document not only compliance with the other Federal laws and authorities, but the 
requirements of NEPA 24 CFR 58.5 and 58.6. 

5. Environmental Impact Statement (EIS) – 24 CFR Part 58 and Part 50 (58.37) An 
EIS is required when the project is determined to have a potentially significant 
impact of the human environment. 

https://www.hudexchange.info/programs/environmental-review/
https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-%20censt-format/
https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-%20censt-format/
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Related Laws and Authorities for Environmental Review 
Please refer to the following pages on HUD Exchange website: 
https://www.hudexchange.info/programs/environmental-review/  
https://www.hudexchange.info/resource/4707/environmental-review-record-related-
federal- laws-and-authorities-worksheets/ 

Environmental Worksheets  
Environmental Worksheets are provided for use in completing an environmental 
review on a project’s compliance with Federal environmental laws and authorities. 
These worksheets, along with all supporting documentation, are required as part of 
the Request of Release of Funds checklist and submittal in OKGrants. 

Air Quality 
Determine if the project conforms to the latest approved State Implementation Plan 
(SIP) regarding air quality, EPA.gov, Region 6: 

https://www.hudexchange.info/programs/environmental-review/air-quality/  

Airport Hazards and Runway Clear Zones 
Use the worksheet to document compliance for a proposed activity: 

https://www.hudexchange.info/programs/environmental-review/airport-hazards/  

Coastal Barrier Resources/Coastal Zone Management 
Not applicable to Oklahoma. 
https://www.hudexchange.info/programs/environmental-review/coastal-barrier- 
resources/  

https://www.hudexchange.info/programs/environmental-review/coastal-zone- 
management/  

Endangered Species 
Determine if project activity will endanger species of wildlife or impact habitat areas. 
Project Reviews in Oklahoma are made through the IPaC Module on the Fish and 
Wildlife Service (FWS) Website: 

https://www.hudexchange.info/programs/environmental-review/endangered-
species/ 

 https://ecos.fws.gov/ipac/  

Environmental Justice 
Determine if the proposed activity impacts area of minority and/or low-income. 
Refer to the following website: 

https://www.hudexchange.info/programs/environmental-review/environmental-
justice/  

https://ejscreen.epa.gov/mapper/  

The fair treatment and meaningful involvement of all people regardless of race, 
color, national origin, or income with respect to the development, implementation 

https://www.hudexchange.info/programs/environmental-review/
https://www.hudexchange.info/resource/4707/environmental-review-record-related-federal-%20laws-and-authorities-worksheets/
https://www.hudexchange.info/resource/4707/environmental-review-record-related-federal-%20laws-and-authorities-worksheets/
https://www.hudexchange.info/programs/environmental-review/air-quality/
https://www.hudexchange.info/programs/environmental-review/airport-hazards/
https://www.hudexchange.info/programs/environmental-review/coastal-barrier-%20resources/
https://www.hudexchange.info/programs/environmental-review/coastal-barrier-%20resources/
https://www.hudexchange.info/programs/environmental-review/coastal-zone-%20management/
https://www.hudexchange.info/programs/environmental-review/coastal-zone-%20management/
https://www.hudexchange.info/programs/environmental-review/endangered-species/
https://www.hudexchange.info/programs/environmental-review/endangered-species/
https://ecos.fws.gov/ipac/
https://www.hudexchange.info/programs/environmental-review/environmental-justice/
https://www.hudexchange.info/programs/environmental-review/environmental-justice/
https://ejscreen.epa.gov/mapper/
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and enforcement of environmental laws, regulations, and policies. Fair treatment 
means that no group of people, including racial, ethnic, or socioeconomic group 
should bear a disproportionate share of the negative environmental consequences 
resulting from industrial, municipal, and commercial operations or the execution of 
federal, state, local and tribal programs and policies. The goal of this “fair treatment” 
is not to shift risks among populations, but to identify potential disproportionately 
high and adverse effects and identify alternatives that may mitigate these impacts. 

Executive Order 12898 was passed to ensure that each Federal agency makes 
achieving environmental justice part of its mission by identifying and addressing, as 
appropriate, disproportionately high and adverse human health or environmental 
effects of its programs, policies, and activities on minority populations and low-
income populations. For NEPA compliance, implement the following steps: 

• Analyze environmental effects, including human health, economic, and social 
effects of federal actions, including the effects on minority communities; and 

• Address significant and adverse environmental effects of proposed federal 
actions on minority communities and low- income communities with 
mitigation measures outlined or analyzed in the environmental assessment or 
in the environmental impact statement; and 

• Provide opportunities for community input in the NEPA process, including 
identifying potential effects and mitigation measures in consultation with 
affected communities and improving accessibility of public meetings, official 
documents, and notices to affected communities. You should request 
concurrence from the Environmental Protection Agency (EPA), if a significant 
impact is anticipated. 

Explosive and Flammable Facilities 
Determine if the properties being proposed for use are free of hazardous materials, 
contamination, toxic chemicals and gases, and radioactive substances that could 
affect the health and safety of the occupants. The environmental review of 
multifamily housing with five or more dwelling units (including leasing), or non- 
residential property, must evaluate previous uses of the site or other evidence of 
contamination. This evaluation must include any proposed site in or near areas such 
as dumps, landfills, industrial sites, or other locations that have, or may have, 
contained hazardous waste. Obtain the services of qualified professionals who use 
current techniques to undertake the investigations that are considered necessary. 
An Environmental Phase I Site Assessment or equivalent analysis as appropriate may 
comply with this part. https://www.hudexchange.info/programs/environmental-
review/explosive-and- flammable-facilities/  

Farmlands Protection 
Determine if a proposed activity converts farmland to non- agricultural uses; 

https://www.hudexchange.info/programs/environmental-review/farmlands-
protection/  

Natural Resources Conservation Service (request concurrence) 
https://www.nrcs.usda.gov/wps/portal/nrcs/site/national/home/  

https://www.hudexchange.info/programs/environmental-review/explosive-and-%20flammable-facilities/
https://www.hudexchange.info/programs/environmental-review/explosive-and-%20flammable-facilities/
https://www.hudexchange.info/programs/environmental-review/farmlands-protection/
https://www.hudexchange.info/programs/environmental-review/farmlands-protection/
https://www.nrcs.usda.gov/wps/portal/nrcs/site/national/home/
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NRCS Web Soil Survey Instructions: 
https://websoilsurvey.sc.egov.usda.gov/App/HomePage.htm  

Flood Insurance 
When property in a Special Flood Hazard Area (SFHA), (A Special Flood Hazard Area 
is a high-risk area defined as any land that would be inundated by a flood having a 
one percent chance of occurring in any given year also referred to as the base flood, 
or the 100-year floodplain), benefits from assistance funded by CDBG-DR there is a 
federal statutory requirement to maintain flood insurance on the property in 
perpetuity. Compliance with this requirement must be monitored by the 
subrecipient per the requirements listed at 24 CFR 58.6. Flood insurance is provided 
through the National Flood Insurance Program (NFIP).For CDBG-DR properties 
located outside the SFHA, HUD cannot mandate that flood insurance be purchased 
and maintained, but a subrecipient could if they elected to be stricter than the 
Federal requirements. If a person receives Federal disaster assistance conditioned on 
obtaining and maintaining flood insurance and fails to do so, the National Flood 
Insurance Reform Act of 1994 prohibits that property from receiving further Federal 
disaster assistance. 

https://www.hudexchange.info/programs/environmental-review/flood-insurance/  

Floodplain Management 
Document compliance with 24 CFR Part 55 by determining whether or not a project 
activity is affected by or may modify the base 100-year flood hazard area. 

https://www.hudexchange.info/programs/environmental-review/floodplain- 
management/  

Floodplain maps may be obtained at: https://msc.fema.gov/portal/home 

A Digital Flood Insurance Rate Map (DFIRM) is used to determine whether flood 
insurance is required for a structure. If the structure is in an SFHA on a DFIRM, flood 
insurance is required for any acquisition, rehabilitation, construction, or contents 
financed by HUD. While the content of a DFIRM may vary based on the data 
available and/or developed for a particular flood study/mapping project, every 
DFIRM will contain certain standard features: 

• A base map; 
• The features shown on a printed Flood Insurance Rate Map; (e.g., floodplain 

boundaries, Base Flood Elevations, regulatory floodways, etc.); 
• Electronic Flood Insurance Study (FIS) report text, tables, and Flood Profiles; 

and 
• Federal Geographic Data Committee-compliant metadata. 
• Flood insurance maps are usually on file in a community’s town hall or county 

building, usually in the planning and zoning, or engineering offices. From time 
to time, FEMA updates flood maps. The adopted maps in place at the time of 
application processing should be used to determine if a property is located in 
an SFHA. 

If the project activity(s) are located in a floodplain, the Executive Order 11988, Eight- 
Step Decision-Making Process must be followed. 

https://websoilsurvey.sc.egov.usda.gov/App/HomePage.htm
https://www.hudexchange.info/programs/environmental-review/flood-insurance/
https://www.hudexchange.info/programs/environmental-review/floodplain-%20management/
https://www.hudexchange.info/programs/environmental-review/floodplain-%20management/
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This process includes the publication of two public notices at least 16 days apart: an 
Early Public Notice identifying the activity and soliciting comments, and a Notice of 
Explanation, including a judgment whether the benefits of the activity outweigh the 
environmental considerations and a determination that there are no practical 
alternatives to the activity site. These notices become part of the State’s 
Subrecipient's Environmental Review Record (ERR) and shall be submitted as well as 
the floodplain map number, panel number and date recorded on the Partner 
Worksheet. NOTE: The Corps of Engineers may charge a fee to review floodplain 
compliance requests. If the applicable Flood Hazard Boundary Map or Flood 
Insurance Rating Map shows that the project activity is not located within the 100- 
year flood hazard area, the Corps of Engineers need not be contacted. 

Historic Preservation 
Document Historic Properties or Archeological concerns of the proposed activity. As 
noted for compliance and documentation on the Partner Worksheet, a concurrence 
letter from the State Historic Preservation Office (SHPO), and if applicable, the Tribal 
Historic Preservation Office (THPO) for “no historic properties affected”, “no adverse 
effect” or “adverse effect”. A concurrence letter from the State Archaeological Survey 
is also required. 

https://www.hudexchange.info/programs/environmental-review/historic-
preservation/  

Noise Abatement and Control 
Noise analysis is recommended for noise sensitive projects such as for housing, 
libraries, etc. 

https://www.hudexchange.info/programs/environmental-review/noise-abatement-
and- control/  

Site Contamination (Housing Activities) 
Determine if a project activity is near a hazard operation handling petroleum 
products or chemicals of an explosive or flammable nature or within an aircraft clear 
zone. Request concurrence from the Environmental Protection Agency (EPA) EPA 
Region 6; and the Department of Environmental Quality (DEQ); DEQ Oklahoma; 
along with site evaluation. Project cannot increase density or subject citizens or 
buildings to above ground storage tanks greater than 100 gallons. Acceptable 
Separation Distance (ASD) must be determined. 
https://www.hudexchange.info/programs/environmental-review/site-contamination/  

Sole Source Aquifer 
Determine if the project activity will affect a recharge area which is a primary source 
of local drinking water or involving dredging, filling or disposal of dredged materials 
upon water bodies. There is one aquifer located in Oklahoma, the Arbuckle/Simpson 
Aquifer; Source EPA.gov, Region 6. 
https://www.hudexchange.info/programs/environmental-review/sole-source-
aquifers/  

Wetlands Protection 
Determine, by site visit if necessary if wetlands are affected by a project activity. 
Executive Orders 11990 and 11988 are effective the same as above for Floodplain. May 

https://www.hudexchange.info/programs/environmental-review/historic-preservation/
https://www.hudexchange.info/programs/environmental-review/historic-preservation/
https://www.hudexchange.info/programs/environmental-review/noise-abatement-and-%20control/
https://www.hudexchange.info/programs/environmental-review/noise-abatement-and-%20control/
https://www.hudexchange.info/programs/environmental-review/site-contamination/
https://www.hudexchange.info/programs/environmental-review/sole-source-aquifers/
https://www.hudexchange.info/programs/environmental-review/sole-source-aquifers/
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request concurrence from U.S. Fish and Wildlife, the Conservation Commission, 
NRCS, and the U.S. Corps of Engineers. 
https://www.hudexchange.info/programs/environmental-review/wetlands-
protection/  

Wild and Scenic Rivers 
Determine if a project activity impacts a designated wild and scenic river in 
Oklahoma. Please refer to the “Scenic Rivers Act” at Title 82 O.S. 1452-1471. The 
following counties in Oklahoma are designated scenic river areas: Adair, Cherokee, 
Delaware, Sequoyah, Leflore and McCurtain. Any construction or modification 
projects outside these counties are exempt from review by the Oklahoma Scenic 
Rivers Commission. 

https://www.hudexchange.info/programs/environmental-review/wild-and-scenic- 
rivers/  

FINDING OF CATEGORICAL EXCLUSION/EXEMPT FROM RELEASE OF 
FUNDS PUBLICATION 

Pursuant to 58.34(a); when it is determined, after completing all of the Partner 
Worksheets, that the other Federal laws and authorities in CFR 58.5 and 58.6 are not 
applicable to a categorically excluded activity, the activity will convert to exempt 
from public notification and the determination should be marked on the form as 
such. 

The State’s Subrecipient may submit for release of funds. Please complete CEST 
form and the RROF checklist. 

https://www.hudexchange.info/resources/documents/Part-58-CEST-Format.docx  

FINDING OF CATEGORICAL EXCLUDED (SUBJECT TO SECTION 58.5) 

Pursuant to 24 CFR 58.35(a); When it is determined, after completing all of the 
Partner Worksheets, that the other Federal laws and authorities in CFR 58.5 and 58.6 
are applicable to a categorically excluded activity, a “Finding of Categorical Exclusion 
Subject To” must be made (the activity cannot convert to exempt from public 
notification). The Finding identifies the activity and states the statutory authority for 
the exclusion. 

A Notification to the Public may either be published or posted as a Notice of Intent 
to Request Release of Funds. The Notice should be mailed or emailed that same day 
to individuals and groups known to be interested in the activities and to the 
appropriate tribal, local, State and Federal agencies (see Distribution List at end of 
this requirement). 

When Publishing: The Notice must be published in a newspaper of general 
circulation, which informs interested parties of the State’s Subrecipient's intent to 
request a Release of Funds from ODOC. The publication must allow seven (7) 
calendar days for public comments to the State’s Subrecipient. Please furnish an 
affidavit from the newspaper for submission with RROF. 

https://www.hudexchange.info/programs/environmental-review/wetlands-protection/
https://www.hudexchange.info/programs/environmental-review/wetlands-protection/
https://www.hudexchange.info/programs/environmental-review/wild-and-scenic-%20rivers/
https://www.hudexchange.info/programs/environmental-review/wild-and-scenic-%20rivers/
https://www.hudexchange.info/resources/documents/Part-58-CEST-Format.docx
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When Posting: The Notice may be posted in lieu of publication. It must be 
prominently displayed in public buildings such as the local Post Office as well as 
other public buildings within the project area. It must be posted for ten (10) calendar 
days for public comments to the State’s Subrecipient. 

When the comment period has elapsed and all public comments have been 
addressed, the State’s Subrecipient will submit the Request for Release of Funds 
(RROF) in the OKGrants System. Comments received and responded to as a result of 
the Public Notice should be uploaded with the RROF as well as a notarized Posting 
listing the dates posted and where posted as it relates to Public Notice requirements 
as stated in the Citizen Participation Plan. 

Upon receipt in the OKGrants System, ODOC must hold the Environmental Review 
for an additional fifteen (15) calendar days for Public Comment. 

ACTIVITIES REQUIRING AN ENVIRONMENTAL ASSESSMENT (EA) 

Activities which are neither Exempt nor Categorically Excluded (i.e., new 
construction) will require an EA to document not only compliance with the other 
Federal laws and authorities, but the requirements of NEPA 24 CFR 58.5 and 58.6. 

The assessment will determine if an activity will significantly affect the quality of the 
human environment. A Finding of No Significant Impact must be signed by the 
Certifying Officer and made a part of the ERR. A copy of the finding must be 
submitted to ODOC by use of the OKGrants system. 

After completion of the review and after the Finding has been made, the State’s 
Subrecipient's chief elected official will sign the completed Environmental 
Certification and publish or post a Combined Notice of FONSI and Intent to Request 
Release of Funds. 

Notification to the Public may either be published or posted as: 

Combined Notice - Notice of Intent to Request Release of Funds and Finding of No 
Significant Impact. The Notice should be mailed or emailed that same day to 
individuals and groups known to be interested in the activities and to the 
appropriate tribal, local, State and Federal agencies (see Sample Distribution List 
Attachment 20). 

When Publishing: The Notice must be published in a newspaper of general 
circulation, which informs interested parties of the State’s Subrecipient's intent to 
request a Release of Funds from ODOC. The publication must allow fifteen (15) 
calendar days for public comments to the State’s Subrecipient. Please furnish an 
affidavit from the newspaper for submission with RROF. 

When Posting: The Notice may be posted in lieu of publication. It must be 
prominently displayed in public buildings such as the local Post Office as well as 
other public buildings within the project area. It must be posted for eighteen (18) 
calendar days for public comments to the State’s Subrecipient. 

When the comment period has elapsed and all public comments have been 
addressed, the State’s Subrecipient will submit the Request for Release of Funds 
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(RROF) in the OKGrants System. Comments received and responded to as a result of 
the Public Notice should be uploaded with the RROF as well as a notarized Posting 
listing the dates posted and where posted as it relates to Public Notice requirements 
as stated in the Citizen Participation Plan. 

Upon receipt, ODOC must hold the Environmental Review for an additional fifteen 
(15) calendar days for public comment. If an activity is one that will significantly affect 
the quality of the human environment, contact ODOC before preparing an 
Environmental Impact Statement (EIS). 

Re-evaluation of the Environmental Review Process 
The State’s Subrecipient must re-evaluate the results of its original review process if 
it: 

• Makes substantial changes in the nature, magnitude or extent of the 
project, including adding new activities; or 

• Discovers new circumstances and environmental conditions that may 
affect the project or the environment. 

• Has been over twelve (12) months since any action has been taken. 

The purpose of a re-evaluation is to determine if the new circumstances still justify 
and support the environmental finding originally issued. If the original finding is still 
valid, the State’s Subrecipient needs only to provide appropriate documentation to 
the ERR file. 

However, if the re-evaluation is the result of a change in the scope of work requiring 
an amendment to the contract, the State’s Subrecipient must submit a Certification 
of Continued Environmental Compliance with its request to ODOC for amendment 
approval. 

If the State’s Subrecipient determines that the original finding is no longer valid, it 
must re- initiate the appropriate review process following the procedures outlined 
above. 

Attachments 
301 Release of Funds Checklist.pdf 
302 Certificate of Exempt-CENST 
303 Certification of CEST (subject to 58.5) 
304 Environmental Assessment Checklist 
305 Sample-Notice of Intent-RROF 
306 Sample-Combined Notice-FONSI-RROF 
307 Sample Flood Notices for publication 
308 Env. Review-Finding of No Significant Impact 
309 7015.15 Subrecipient Request for RROF 
310 OK Tribal List 
311 Distribution List for Environmental Notices 
312 Cert. of Continued Environmental Compliance 
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313 CDBG Engineers Acknowledgement 
314 Certification of Leverage 
315 Sample Letter Request for Agency Comments 
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Requirement No. 404 – Civil Rights, 
Equal Opportunity, and Fair Housing 
Information pertaining to civil rights, equal opportunity, and fair housing may be 
uploaded into OKGrants in the RROF Section. Original documentation must be kept 
in the Subrecipient’s location file. 

Guidance to State and Local Governments and Other Federally Assisted Recipients 
Engaged in Emergency Preparedness, Response, Mitigation, and Recovery Activities 
on Compliance with Title VI of the Civil Rights Act of 1964 - 
https://www.justice.gov/crt/file/885401/download 

Contractual Requirements 
Federal civil rights laws, whether they address hiring, housing, contracting or access, 
were enacted to ensure that no group or individual would be subject to any kind of 
discrimination, particularly when spending taxpayers' money, e.g., CDBG-DR grants. 
Specific laws, the persons those laws cover, and the types of discrimination 
prohibited are outlined at the end of this Requirement. [Attachment 22]. 

Generally, these laws prohibit discrimination based on race, color, national origin, 
religion, age, sex, disability, familial status or sexual orientation. Identified groups 
included under these categories are: 

Minorities, i.e., Blacks, African Americans, American Indians, Alaskan Natives, Asians, 
Native Hawaiians, Pacific Islanders, Hispanics and Latinos; Women; Age groups 
(specifically those over 40); and Handicapped persons (mental and/or physical). 
Sexual Orientation for Housing Projects. 

CDBG-DR State’s Subrecipients and their subrecipients must comply with these 
laws, demonstrate efforts made to comply and document those efforts in various 
aspects of project activities. 

Employment Practices: 
The State’s Subrecipient's employment policies should be examined (or re-
examined) in light of the Civil Rights and non-discrimination statutes. Providing 
equal opportunity in the hiring process and in the evaluation of current employees is 
paramount. State’s Subrecipients are also required to make affirmative action 
(redress for past discrimination) a part of local policies. 

Evidence of efforts to provide equal opportunity and take affirmative action steps in 
the recruitment, selection and compensation of employees must be documented. 
Other actions that can demonstrate non-discriminatory practices of the State’s 
Subrecipient as an employer include but are not limited to the following: Upgrading, 
demotions or transfers; Recruitment and advertisements for employees; Layoffs or 
terminations; Changes in rates of pay or other forms of compensation; Selection for 
training, including apprenticeships; and Participation in recreational and 
educational activities. 
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Employment notices must be posted in conspicuous places available to both 
employees and applicants and must contain the following provisions of this 
discrimination clause: 

“All qualified applicants will receive consideration for employment without regard to 
race, color, religion, creed, age, sex, national origin, familial status, disability, or sexual 
orientation." 

It is important to remember that another part of the Civil Rights laws prohibits sex 
discrimination in the payment of wages to women and men performing equal work 
in the same establishment [The Equal Pay Act of 1963]. 

One law prohibits job discrimination and requires affirmative action to employ and 
advance in employment qualified Vietnam era veterans [Section 402 of the Vietnam 
Era Veterans Readjustment Assistance Act of 1974]. 

Special outreach should be made to notify minority or disadvantaged groups of 
employment opportunities. The State’s Subrecipient should have written 
employment and personnel policies and practices available for review by ODOC 
representatives. A Self-Evaluation Plan for Handicapped Accessibility, displaying the 
local government’s current staffing arrangements, would supplement the written 
policies. A sample of a Transition Plan demonstrates format and how various 
programs might be addressed. 

EXECUTIVE ORDER 11246: EQUAL EMPLOYMENT OPPORTUNITY - 
CONTRACTS AND SUBCONTRACTS 

State’s Subrecipients are required to include equal opportunity provisions and 
certifications in all contracts. 

Contracting is another part of the program, which must be non-discriminatory. 
Efforts to ensure non- discrimination in the soliciting and awarding of contracts 
generated through CDBG-DR funding is required. Advertisement and distribution of 
solicitation must not discriminate. Maintain records of all contacts with minority- or 
women-owned firms. Bid specifications and/or evaluation criteria used to review 
bids must not be discriminatory. 

§200.321 - CONTRACTING WITH SMALL AND MINORITY BUSINESSES, 
WOMEN’S BUSINESS ENTERPRISES, AND LABOR SURPLUS AREA FIRMS 

Federal Executive Order 12432 guidelines require selected federal agencies to 
promote and increase the utilization of Minority-Owned Business Enterprises 
(MBEs). 2 CFR 200.321 requires the Non-Federal entity to take all necessary steps to 
ensure that all recipients, contractors, subcontractors, and/or developers funded in 
whole or in part with HUD CDBG-DR financial assistance ensure that contracts and 
other economic opportunities are directed to small and minority firms, women-
owned business enterprises (WBEs), and labor surplus area firms when possible. 

The non-Federal entity must take all necessary affirmative steps to assure that 
minority business, women’s business enterprises, and labor surplus area firms are 
used when possible. 
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Affirmative steps must include: 

• Placing qualified small and minority businesses and women’s business 
enterprises on solicitation lists; 

• Assuring that small and minority businesses, and women’s business 
enterprises are solicited as they are potential sources; 

• Dividing total requirements, when economically feasible, into smaller tasks 
or quantities to permit maximum participation by small and minority 
businesses, and women’s business enterprises; 

• Establishing delivery schedules, where the requirement permits, which 
encourage participation by small and minority businesses, and women’s 
business enterprises; 

• Using the services and assistance, as appropriate, of such organizations as 
the Small Business Administration and the Minority Business 
Development Agency of the Department of Commerce; and 

• Requiring the prime contractor, if subcontracts are to be let, to take the 
affirmative steps. 

Section 3 of the Housing and Urban Development Act of 
1968 
Section 3 of the Housing and Urban Development Act of 1968 requires that grantees, 
sub grantees, subrecipients, contractors, subcontractors, and/or developers funded 
in whole or in part by CDBGDR funding, to the greatest extent feasible, extend hiring 
opportunities and contracts to Section 3 eligible residents and businesses. Section 3 
eligible residents are low- and very low- income persons, particularly those who live 
or reside in public, or government assisted housing. 

For those entities that receive more than $200,000 in HUD CDBG-DR assistance, and 
contractors that are awarded covered contracts that exceed $100,000, ODOC 
requires that an approved Section 3 plan be in place before the project is awarded 
and approved. On a quarterly basis, ODOC staff reviews and tracks quarterly reports. 

State’s Subrecipients must make a special effort to provide training and 
employment opportunities to lower-income residents and contract opportunities to 
businesses in the project area. [Section 3 of the Housing and Urban Development 
Act of 1992] This requirement applies to the following: 

• A local government (State’s Subrecipient), including private entities 
receiving CDBG-DR funds, if it receives CDBG-DR funds for housing 
rehabilitation and/or public construction and the CDBG-DR assistance 
exceeds $200,000 for any one activity; and 

• Construction contractors and subcontractors when the activity has been 
determined to be covered by Section 3 for the construction con-tractor 
and the construction contract or sub-contract exceeds $100,000. [See 
Requirement 407] 

At a minimum, Contractors must include Specific Section 3 language in all 
solicitations (RFPs and bid documents.) [Housing and Community Development Act 
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of 1992, as Amended; Title VIII of the Civil Rights Act of 1968, as Amended; 42 U.S.C 
3601, et seq., also known as the Fair Housing Act of 1988] 

Affirmatively Furthering Fair Housing 
Fair housing is generally defined as the ability of persons of similar income levels to 
have available to them a like range of housing choices regardless of race, color, sex, 
religion, national origin, marital status, familial status, age, mental or physical 
disability, or sexual orientation. Local governments, because of their influence and 
power, are in the most effective position to promote fair housing. 

The State’s Subrecipients must provide documentation of steps taken to 
affirmatively further fair housing, regardless of the type of CDBG-DR activity funded 
by ODOC, for each fiscal year the State’s Subrecipient has received a CDBG-DR 
contract. 

While the State’s Subrecipient has already certified that it practices fair housing, it 
must demonstrate that it is affirmatively furthering fair housing on a continual basis, 
not merely as a requirement of spending CDBG-DR dollars. Efforts must be made to 
identify discriminatory housing patterns and alleviate them by working with 
developers, property owners, realtors, residents and government agencies. 

Both State and Federal laws must be cited in all applicable contracts dealing with 
housing. Efforts must be made and documented to end discriminatory housing 
policies and to provide information to the public regarding fair housing matters. 
When rehabilitating investor owned property, you should advise the owner of the 
requirements for fair housing/equal employment opportunity clauses in advertising 
for vacant units. In addition, when rehabilitating all housing units, making those 
units accessible to the disabled should be taken into consideration where applicable. 
[Executive Order 11063: Equal Opportunity in Housing] 

ODOC requires all CDBG-DR State’s Subrecipients to adopt a Fair Housing 
Ordinance or pass a Fair Housing Resolution as the first step in affirmatively 
furthering fair housing. 

In addition, ODOC requires the State’s Subrecipient to undertake at least one (1) new 
activity per year in an effort to further fair housing. The State’s Subrecipient is not 
required to undertake multiple fair housing activities if it has multiple CDBG-DR 
contracts open in any one year. 

COMPLAINTS 

Since the State’s Subrecipient may receive complaints related to the various aspects 
of civil rights, equal opportunity and fair housing, a file to document such complaints 
must be established. [It is advised to appoint an individual who would be responsible 
for handling any complaints, doing necessary follow- up and maintaining 
documentation on complaints received and their resolutions.] This file should 
contain any relevant paperwork as well as follow-up efforts within 15 working days 
and eventual resolution. 
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Complaints may not refer to a violation of a particular civil rights law or laws. A 
complaint will be viewed as a civil rights complaint when the complainant: 

• Indicates the belief that he/she has been denied benefits or opportunities, 
has been treated differently, etc.; and 

• Alleges his or her race, ethnicity, and gender, status as a disabled person or 
age was the basis for his/her belief of discrimination. 

Any person or specific class of persons who believes that he/she/they have been 
subject to any discrimination prohibited by the laws referenced in this Requirement 
may file a complaint. Advice your ODOC representative if you receive a civil rights 
complaint, as it will be referred to HUD's regional office, which deals directly with 
such complaints. For additional guidance, refer to HUD’s web site: 

https://www.hud.gov/program_offices/fair_housing_equal_opp/online-complaint 

Since this Requirement only summarizes applicable laws and gives general 
guidance to aid in compliance with those laws, a State’s Subrecipient and its legal 
counsel may want to refer to the actual statute if questions about a specific 
regulation arise. 

Evaluating Municipal Accessibility (Section 504) 
Section 504 of the Rehabilitation Act of 1973, as amended, establishes policies, goals 
and procedures for assuring that no otherwise qualified individual with disabilities is, 
solely on the basis of the disability, denied benefits, subjected to discrimination or 
excluded from participation in any program or activity receiving Federal assistance. 
HUD has issued regulations to establish the manner in which recipients of CDBG-DR 
funds are required to comply with the provisions of Section 504. [24 CFR 8] 

CDBG-DR State’s Subrecipients must conform to HUD's procedural requirements as 
a condition of receiving these Federal funds. There are ways the community may 
need to modify its customary way of doing business to ensure that all local services, 
not only grant-related activities, are accessible to your disabled citizens and that 
local programs discriminate against them. [See Architectural Barriers Act of 1968, as 
amended; the Americans with Disabilities Act; and the Fair Housing Amendments 
Act of 1988] 

Additional Actions: 

All CDBG-DR State’s Subrecipients must take the following actions regarding 
disabled persons, regardless of the number of persons employed by the State’s 
Subrecipient: 

• Establish effective communication methods, e.g., auxiliary aids, 
information regarding accessible services, activities and facilities; 

• Demonstrate non-discriminatory employment practices; 
• Conduct a self-evaluation of policies, practices and programs; and Develop 

a Transition Plan for compliance 
• State’s Subrecipients employing fifteen or more individuals must also: 
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• Designate a "504 contact person" and publish a Notice of Non-
Discrimination; and 

• Develop grievance procedures. 

Though not required by either state or regulation, ODOC encourages all State’s 
Subrecipients to take these additional actions. 

Summary of Requirements: 

Effective Communication For Persons with Hearing Impairments Qualified sign 
language interpreters 

• Note takers 
• Telecommunication devices for deaf persons (TDDs) Telephone handset 

amplifiers 
• Assertive listening devices (devices that increase the sound in large group 

settings) Flashing lights (where aural communication is used, such as 
warning bells) Transcription services 

• Closed and open captioning For Persons with Vision Impairments 
• Qualified readers 
• Written materials translated into alternative formats, e.g., Braille, audio, 

large print, etc. Aural communication (bells or other sounds used where 
visual cues are necessary). 

The State’s Subrecipient must pay attention to the requests and needs of the 
disabled person(s) within the community when determining which auxiliary aids or 
services are necessary. For the purpose of Section 504 compliance, the target 
population includes: The hearing impaired, visually impaired, mobility impaired, 
develop-mentally disabled and those persons requiring in-home care or institutional 
care. 

State’s Subrecipients are not required to provide individually prescribed devices 
such as glasses, hearing aids, readers for personal use or study or any other device of 
a personal nature. 

When a State’s Subrecipient communicates by phone a TDD or other equally 
effective communication system must be used. Further, the State’s Subrecipient 
must communicate in such a manner that disabled persons may obtain the 
information they need regarding the State’s Subrecipient's programs. All public 
hearings must be held in locations accessible to the disabled. It is acceptable to 
require that persons with disabilities provide adequate advance notice that they 
may need a particular auxiliary aid or service. All communications must clearly 
outline the specific procedures, which must be followed if an individual with 
disabilities intends to request an auxiliary aid or service. 

If the requested aid or service cannot be provided as requested by the disabled 
individual, the State’s Subrecipient must advise the individual immediately of the 
specific reasons why the request cannot be granted and the reasons why the 
decision was made. 
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The State’s Subrecipient is not required to undertake any action which would, if 
taken, result in a fundamental alteration of the program or which would result in an 
undue financial and/or administrative burden. If it is determined this would be the 
case, you should contact ODOC for further advice. 

Non-Discriminatory Employment Practices 
The State’s Subrecipient must take the following actions or make the following 
assurances: 

• It will provide an assurance that no qualified individuals will, solely because 
of disability, be subjected to discrimination in employment under any 
program or activity receiving Federal financial assistance; 

• It will not limit, segregate or classify applicants or employees in any way 
that adversely affects their opportunity or status because of a disability. 

• The State’s Subrecipient must assure that this prohibition against 
discrimination applies to the following activities: Recruitment, layoff, 
advertising, termination, employment application processing, right of 
return from layoff, hiring, upgrading, job assignments, promotion, job 
classifications, award of tenure, organizational structures, transfer, injury or 
compensation, position descriptions, lines of progression, seniority lists, 
leave, sick leave of absence, fringe benefits, selection and financial support 
for training, selection for leaves of action for training, employer-sponsored 
activities (re-creational or social), other terms, conditions or privileges of 
employment. 

• It will not participate in a contractual or other relationship that has the 
effect of subjecting qualified applicants or employees with disabilities to 
discrimination; 

• It will provide reasonable accommodations for the known physical or 
mental limitations of an otherwise qualified applicant with disability. 
Reasonable accommodations may include accessible facilities, job 
structuring, job relocation, part-time or modified work schedules, 
acquisition or modification of equipment or devices, provision of readers or 
interpreters. 

• It will make a determination of whether an individual with disability is 
qualified for the position at the time of the employment action. This 
involves two steps: 
o Determine if the individual satisfies the pre-requisites for the position in 

terms of appropriate education, skills, licenses, etc. 
o Determine whether the individual can perform the essential functions 

of the position held or desired, with or without reasonable 
accommodation. Essential functions are ones the individual who holds 
the position must be able to perform unaided or with the assistance of 
reasonable accommodation; 

REASONABLE ACCOMMODATION 

State’s Subrecipients make a reasonable accommodation to the known physical or 
mental limitations of an otherwise qualified applicant for employment or employee 
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with a disability, unless the State’s Subrecipient can demonstrate the 
accommodation would impose an undue burden on its operations. There are three 
categories of reasonable accommodation: 

• Accommodations required ensuring equal opportunity in the application 
process 

• Accommodations enabling the State’s Subrecipient's employees with 
disabilities to perform the essential functions of the position held or 
desired; or 

• Accommodations enabling the State’s Subrecipient's employees with 
disabilities to enjoy equal benefits and privileges of employment as 
enjoyed by employees without disabilities. 

A reasonable accommodation in employment may include, but is not limited to, one 
or more of the following actions: 

• Making existing facilities used by employees readily accessible to and 
usable by individuals with disabilities; 

• Restructuring, including part-time or modified work schedules or 
reassignment to a vacant position; Acquisition or modifications of devices 
or equipment; 

• Appropriate adjustment or modifications of examinations, training 
materials or policies; or the provision of qualified readers or interpreters. 

SELF-EVALUATION OF POLICIES, PRACTICES & PROGRAMS 

Each State’s Subrecipient must, after consulting with interested persons (including 
individuals with disabilities or organizations representing such individuals) evaluate 
its current policies and practices to determine whether they constitute barriers to 
participation by the disabled. The self-evaluation process should be viewed as the 
starting point toward achieving compliance with Section 504 requirements. The self-
evaluation process is a comprehensive review of all current policies and practices to 
determine whether there are barriers to participation by the disabled in programs or 
services. 

The self-evaluation includes communication and employment, as well as the policies 
and practices for all services, programs and activities. Information to be included in 
the plan includes: 

• A list of persons consulted about the self-evaluation 
• A description of the areas examined, and any problems identified; and 
• A description of any modifications made to the policies, procedures, 

services and programs. Areas evaluated include but are not limited to: 
o Buildings and/or facilities for physical accessibility; All programs, 

activities and services 
o All outreach and communications; 
o Eligibility and admission criteria and practices; 
o Employment practices and guidelines;  
o Complaint processing procedures. 
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The self-evaluation must include all aspects of the State’s Subrecipient's 
organization and not just those portions that pertain or relate to the CDBG-DR-
funded program and its administration. 

The self-evaluation may determine that some non-structural modifications may be 
necessary, along with staff training on how to make reasonable modifications to 
achieve program accessibility. The self- evaluation may also determine that some 
structural modifications may be necessary. These should be identified early in the 
process so modifications can be budgeted for and completed on a timely basis. 

The regulations also require the State’s Subrecipient to consult with persons with 
disabilities and/or representative organizations throughout the self-evaluation 
process. The regulations do not stipulate how many people to consult, how to select 
the members, whether there should be a group or individual consultation or how 
long the consultation process should take. ODOC recommends that no less than 
four and no more than seven individuals should comprise a citizen’s advisory 
committee. It is recommended that the committee consist of a wide variety of 
members.  

Following are some suggestions for soliciting persons to compose the self-
evaluation committee: 

Solicit one or two local officials: Draw upon local agencies or chapters of disability 
advocate organizations: Check with local veterans' groups: Publicize widely in 
appropriate media accessible to persons with disabilities: Ask for the help of the local 
school system: Include persons within the community known to have disabilities: 
Check with the nearest vocational rehabilitation service; Advertise on local radio 
and/or television: Advertise in local and regional newspapers: Contact appropriate 
State agencies, boards and commissions. 

By establishing a citizens' advisory committee made up of the above types of 
individuals, the State’s Subrecipient will be able to: 

• Ensure the most complete evaluation of programs and policies and 
uncover any impediments or barriers to participation by persons with 
disabilities; 

• Receive information from persons or experts from organizations 
representing disabled individuals who are in an excellent position to 
recommend the least costly, most innovative solutions to accessibility 
problems; 

• Demonstrate a commitment to the goals of Section 504 and ADA and help 
to foster support from all citizens for the handling of this compliance issue. 

Records must be kept for three years following final closeout of the State’s contract 
with HUD.  

TRANSITION PLAN FOR COMPLIANCE 

If your programs and activities cannot be made accessible by making administrative 
changes, structural changes will be necessary. Develop a Transition Plan for any 
structural changes. Interested citizens, especially disabled citizens, should be 
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recruited to help develop the Plan. A copy of the Plan must be available for public 
inspection. The Plan should: 

• Identify the physical obstacles that limit the program's accessibility to 
disabled persons. The State’s Subrecipient should consider utilizing the 
Uniform Federal Accessibility Standards (UFAS) Checklist; 

• Describe in detail the method used in making the facilities in question 
accessible; 

• Set forth the schedule of tasks, identifying actions taken within the first 
year, if the total project will exceed one year; 

• Identify the official responsible for implementing the Plan; and 
• Identify those who assisted the State’s Subrecipient in preparing the 

Transition Plan. 

The State’s Subrecipient must make reasonable accommodations to the known 
physical or mental impairments of an otherwise qualified participant or employee 
with disabilities, unless the State’s Subrecipient can demonstrate that such 
accommodations would impose undue financial and/or administrative burdens. 
Accommodations could include but are not limited to the following: 

• Conducting home visits; 
• Assigning aides to assist beneficiaries; 
• Locating programs or services in accessible facilities;  
• Adding or redesigning equipment or furnishings; 
• Selectively altering existing facilities or acquiring or building new facilities;  
• Changing management policies or procedures; 
• Job restructuring;  
• Modifying work schedules; 
• Providing readers or interpreters. 

If reasonable accommodation, as requested by an individual with disabilities, cannot 
be provided, the following steps should be taken: 

• Notify the individual immediately with the specific reasons why the 
request cannot be granted and the reasons why the decision was made; 

• When claiming fundamental alteration or undue burden, document the 
basis for the decision in a written statement and demonstrate that all 
resources available for the funding and operation of the service, activity or 
program were taken into consideration; 

• Obtain the written concurrence of both the chief elected official and the 
chief executive officer. 

CONTACT PERSONS AND NOTICE OF NON-DISCRIMINATION 

At least one individual should be designated as the Section 504 Coordinator and 
should be the single point of contact for all Section 504 activities. [Americans with 
Disabilities Act of 1990, 42 USC 12131 as amended by the ADA Amendment Act of 
2008 P.L. 110-325] This individual should be a permanent, full- time employee of the 
State’s Subrecipient. Responsibilities of the Section 504 Coordinator include: 

• Overseeing formation of the citizen’s advisory committee;  
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• Receiving and investigating grievances; 
• Organizing training activities; 
• Ensuring the recommendations identified in the self-evaluation and 

Transition Plan is implemented; 
• Serving as the single point of contact for individuals who are disabled; and 

Keeping abreast of changes in laws and regulations. 

The State’s Subrecipient must assure that appropriate initial and continuing steps 
are taken to notify participants, beneficiaries, applicants and employees, including 
those with impaired vision or hearing and unions with professional agreements with 
the State’s Subrecipient that it does not discriminate based on disability. 

The State’s Subrecipient must conspicuously post or publish in a newspaper of 
general circulation the notice "Policy of Non-Discrimination on the Basis of Disability 
Status". The Section 504 Compliance file should contain the printer’s affidavit for the 
Notice and other evidence of compliance with the notification policy. 

Attachments 
401 Compendium of Federal Civil Rights Laws 
402 Section 3 Guidance & Forms 
403 Business Registry- Get Connected Poster 
404 Business and Employment Notice Sample 
405 Section 3 Clause 
406 Section 3 Contractor Business Self Certification 
407 Section 3 Monthly Utilization Report 
408 Section 3 Worker Status Certification 
409 Section 3 Grantee Checklist 
410 Section 3 Grantee Sample Plan 
411 Section 3 Grantee Sample Resolution  
412 Section-3 Contractor-Estimated-Workforce-Breakdown-Form 2021 
413 Section-3 Contractor-Sample Plan 
414 Section 3 HUD Complaint Form 
415 Minority and Women Owned Business 
416 Fair Housing Resolution 
417 504 Staff Composition Form 
418 504 Accessibility Self-Evaluation 
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Requirement No. 405 - Procurement 
State of Oklahoma Policies, Requirements, and 
Procedures 
ODOC is required to comply with state code regarding procurement.  In the 
following section the 2 CFR 200.318-326 standard will be referenced along with the 
applicable state code as well as ODOC’s internal policy to implement the 
requirement.  

The state follows the Oklahoma Central Purchasing Act located in title 74 for state 
agency implementation and the competitive bidding act of 1974 title 61 and Office of 
Management and Enterprise Services Title 260: chapter 115 procurement 

§200.318 General Procurement Standards: procurement procedures,  oversight of 
contractors, procedures to prevent conflict of interest and a code of conduct, avoid 
acquisition of unnecessary or duplicative items, state and local intergovernmental 
agreements or inter-entity agreements where appropriate for procurement or use of 
common or shared goods and services, encouraged to use value engineering 
clauses in contracts, surplus property, award contracts only to responsible 
contractors possessing, Maintenance of records, for the settlement of all contractual 
and administrative issues arising out of procurements. 

74 O.S. § 85.39. Agency Internal Purchasing Procedures  
Each state agency shall develop internal purchasing procedures for acquisitions by 
the state agency. Procedures shall, at a minimum, include provisions for the state 
agency’s needs assessment, funding, routing, review, audits, monitoring, and 
evaluations. Following development, the state agency shall submit the procedures 
to the State Purchasing Director. The State Purchasing Director shall review the 
procedures submitted pursuant to paragraph 1 of this subsection to determine 
compliance with the Oklahoma Central Purchasing Act, rules promulgated 
pursuant thereto, Sections 3001 through 3010 of this title, and provisions of 
paragraph 1 of this subsection. The State Purchasing Director shall provide written 
findings, including details of noncompliance, if any, to the Director of the Office of 
Management and Enterprise Services.  

The Director of the Office of Management and Enterprise Services shall, within 
fifteen (15) days after the procedures are submitted, notify the state agency that the 
procedures are in compliance or indicate revisions necessary to bring the 
procedures into compliance.  

ODOC Internal Policy 
ODOC’s internal purchasing procedures have been approved by the Office of 
Management and Enterprise Services. The State purchasing director confirmed that 
they were in compliance with the Oklahoma Central purchasing Act in March of 
2018. The department responsible for implementing the purchasing procedures is 
the Financial Services Division. The Chief Financial Officer established the 
purchasing procedures that were submitted to the State Purchasing Director and 
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then any findings were sent to the Director of the Office of Management and 
Enterprise Services. Any findings were addressed and revised by March of 2018.  

74 O.S. § 85.6. Grade and Quality of Merchandise Delivered 
State agencies shall have the right to question the grade and quality of any 
merchandise delivered to the agency. The Central Purchasing Division must 
determine, through post award contract administration procedures, whether the 
supplies and services meet the grade and quality specified in the contract and take 
remedial action with the appropriate supplier if the supply or service does not. 

OAC 260:115-9-1 - Supplier contract performance 
Delivery. A supplier shall deliver acquisitions to a state agency within time periods 
the contract specifies. 

Inspection. Unless otherwise provided in the contract documents, the state agency 
shall inspect acquisitions from the supplier within a reasonable time after supplier 
delivery. 

Rejection. The state agency shall reject acquisitions from the supplier that do not 
meet specifications or other terms and conditions of the contract. The supplier shall 
pay costs to retrieve and replace acquisitions that do not meet specifications with a 
conforming item or service. 

Acquisition title. Title to acquisitions shall not pass from the supplier to the state 
agency until the state agency receives, inspects and accepts the items. The state 
agency shall document, at a minimum, the date of delivery, the name and address 
of the supplier, a description of the goods received, and the signature of the 
receiving agency employee. 

Subcontractor performance. A supplier shall be responsible for the performance of 
subcontractors. The supplier shall provide a single point of contact for the state 
agency when the supplier uses subcontractors. The supplier shall notify the state 
agency and the Central Purchasing Division if the supplier uses a subcontractor the 
supplier did not disclose in the supplier’s bid. 

Contract changes. If a supplier determines a requested change to the contract or 
performance exceeds the original scope of the solicitation, the supplier shall notify 
the State Purchasing Director or the state agency. No changes shall be made prior 
to the approval of a change order in accordance with Section 260:115-9-3. 

Contract assignment. A supplier shall not assign or subcontract a contract to 
another supplier, individual, business entity or organization unless otherwise 
specified in the solicitation. 

Performance evaluation. State agencies shall develop a process to consistently 
assess and document the quality of products and/or services acquired from a 
supplier. State agencies shall retain written documentation of evaluation of the 
performance of services provided pursuant to a professional services contract with 
the acquisition file. If the evaluation indicates deficiencies with the supplier’s work, 
the state agency shall submit a Professional Service Evaluation to the State 
Purchasing Director. [Reference 74 O.S. §85.41] 
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ODOC Internal Policy 
ODOC DR Staff, Programs Planner and Programs Representative will: 

• Identify need 
• Define specific requirements 
• Define price parameters 
• Identify potential sources 
• Complete Purchase Requisition with detailed information and include all 

required forms 
• Obtain appropriate division and agency approval 
• Submit the purchase requisition to Financial Services Contracting Officer 
• If purchase is over $5,000, request will be submitted to the ODOC Certified 

Purchasing Officer for processing. 

Procurement Contracting Officer will: 

• Review the purchase requisition for necessary and required approval 
• Determine purchasing methodology 
• Perform necessary purchasing functions: 
• Solicitation refer to ODOC Certified Purchasing Office 
• Statewide contract release 
• Open Market release 
• OMES Central Purchasing Requisition or change order 
• Any other approved purchasing method required 
• Obtain required documentation from all sources with the help of the end 

user the DR Programs Planner and Programs Representative 
• Verify funding sources 
• Complete the purchase order or forward to OMES Central Purchasing for 

completion 
• Send a copy to the end user Programs Planner and Programs 

Representative and supplier 
• Maintain purchase order file 

The end user, currently Programs Planner and Programs Representative will: 

• Coordinate delivery of services or product with supplier 
• Ensure supplier compliance with requirements through consistent 

method of monitoring during the acquisition process 
• End users should involve the ODOC certified Purchasing Officer to help 

with resolving any supplier issues 
• Review and approve an accurate and proper invoice upon completion 
• Submit invoice to accounts payable for payment 
• Submit any required documentation to Procurement Director as 

necessitated by the purchase. 
• An example would be the Supplier Performance Evaluation form after the 

completion of the services. 

State Conflict & Code of Conduct 
 74 O.S. § 85.3. Purchasing Division - Director - Employees - Encouragement of 
Certain Purchases - Conflict of Interest 



2019 CDBG-DR Policies and Procedures Manual 131 
 

All activities of any state agency, department, or institution relating to purchasing 
shall be under the direction of the Purchasing Division unless otherwise provided by 
the Oklahoma Central Purchasing Act. 

The Purchasing Division shall provide qualified personnel to assist the purchasing 
activities of state agencies, departments, and institutions. 

Each state agency, department, and institution shall designate personnel to 
coordinate its purchasing functions with the Purchasing Division. 

The Purchasing Division may, if the needs of a state agency, department, or 
institution are such as to so require, employ, and establish a buyer within a state 
agency, department, or institution. 

No state agency, department, or institution subject to the Oklahoma Central 
Purchasing Act shall have or maintain a purchasing section without the prior 
approval in writing of the Purchasing Division unless otherwise provided in the 
Oklahoma Central Purchasing Act. 

The Purchasing Division shall make acquisitions from industries operated by the 
Department of Corrections pursuant to the provisions of Section 549.1 of Title 57 of 
the Oklahoma Statutes. 

None of the personnel authorized by this section shall: 

• Sell to or otherwise provide acquisitions to any state agency subject to the 
Oklahoma Central Purchasing Act; 

• Be employees, partners, associates, officers, or stockholders in or with any 
business entity that sells to or otherwise provides acquisitions to any 
agency subject to the Oklahoma Central Purchasing Act; 

• Be employed in any of the positions authorized by this section if a spouse 
or child owns any stock in any business entity which sells to or otherwise 
provides acquisitions to any agency subject to the Oklahoma Central 
Purchasing Act; or 

• Be employed in any of the positions authorized by this section if a relative 
within the third degree of consanguinity or affinity sells to or otherwise 
provides acquisitions to any agency subject to the Oklahoma Central 
Purchasing Act or is interested in any business entity which does so, 
except that such relative, excluding a spouse or child, may own Five 
Thousand Dollars ($5,000.00) worth or less, or one percent (1%) or less, 
whichever amount is the lesser amount, of the stock of a corporation or 
any business entity which sells to or otherwise provides acquisitions to any 
state agency subject to the Oklahoma Central Purchasing Act. 

ODOC Internal Policy 
ODOC has identified Department of Programs Operational Logistics to work with 
the Purchasing Division within the Office of Management and Business Services 
(OMES) on procurement. The purchasing division main role in conflict of interest is to 
ensure that all goods and services are procured fairly and within Federal and State 
requirements. In order to ensure there is no conflict of interest, CDBG-DR staff, 
currently the DR Programs Planner and Programs Representative, will work with the 



2019 CDBG-DR Policies and Procedures Manual 132 
 

Contracting Officer and the Certified Purchasing Officer within ODOC to detail the 
necessary requirements for a procurement of goods and services. These details are 
then sent to the Certified Purchasing Officer at OMES to create the solicitation and 
send the solicitation to all recipients on the vendor list. OMES handles the 
scheduling of interviews, creating the guidelines and questionnaires for vendors and 
decides the processes ODOC will take to procure such goods or services. This allows 
a separation of duties when ODOC is procuring goods and services.  

State procedure to avoid acquisition of unnecessary or duplicative items 
74 O.S. § 85.4. Requisitions - Determination of Quantitative Needs by Agencies - 
Forms - Information Required - Lease-Purchase Agreements - Change Order or 
Addendum - Lease of Products - Purchases from Federal Government  

Subject to the provisions of this section, every state agency shall determine its own 
quantitative needs for acquisitions and the general class or nature of the 
acquisitions.  

The Director of the Office of Management and Enterprise Services shall prescribe 
standardized contract forms and all other forms requisite or deemed necessary by 
the Director of the Office of Management and Enterprise Services to effectuate the 
provisions of this section and the Oklahoma Central Purchasing Act.  

A contract that results from a requisition required by this section for 
nonprofessional services or professional services whether or not such services are 
exempt from the competitive bidding requirements of this section or pursuant to 
Section 85.7 of this title shall be signed by the chief administrative officer of the 
state agency or the chief administrative officer of the requisitioning unit of the state 
agency certifying that:  

• No employee of the state agency is able and available to perform the 
services to be provided pursuant to the contract; 

• The state agency shall receive, review and accept a detailed work plan 
from the supplier for performance pursuant to the contract if requested 
by the State Purchasing Director; 

• The state agency has developed, and fully intends to implement, a written 
plan providing for the assignment of specific state agency personnel to:  

• Monitoring and auditing supplier performance,  
• The periodic review of interim reports, or other indications of performance, 

and  
• If requested by the State Purchasing Director, the ultimate utilization of 

the final product of the nonprofessional or professional services,  
• The work to be performed under the contract is necessary to the state 

agency’s responsibilities, and there is statutory authority to enter into the 
contract,  

• The contract will not establish an employment relationship between the 
state or the state agency and any persons performing under the contract,  

• No current state employee will engage in the performance of the 
contract, unless specifically approved by the State Purchasing Director,  
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• The purchase of the nonprofessional or professional services is justified, 
and  

• The contract contains provisions that are required by Section 85.41 of this 
title.  

74 O.S. § 85.41. Professional Services Contracts  
If the final product of the professional services contract is a written proposal, report, 
or study, the professional services contract shall require the supplier to certify that 
the supplier has not previously provided the state agency or another state agency 
with a final product that is a substantial duplication of the final product of the 
proposed contract. 

ODOC Internal Policy 
CDBG-DR Staff Programs Planner and Programs Representative will contact the 
Contracting Officer to request a solicitation of services that is beyond the scope of 
ODOC/CD staff. DR Staff and the contracting officer will work to write requirements 
for a solicitation. The Certified Purchasing Officer will ensure that all requirements 
are applicable to the program and check with other solicitations to inquire about 
duplicative services or items or unnecessary goods or services that are being 
requested. If the CPO finds that the solicitation is not duplicative, they will send the 
requirements to OMES Purchasing Division to advertise the solicitation. The CPO at 
OMES will also check that other solicitations for goods and services have or have not 
been procured to check for duplicative or unnecessary items. If the CPO finds that 
the solicitation is duplicative, they will contact the CDBG-DR staff to inform them of 
the duplicative item or services and suggest another process. If there is any 
exemptions to the previously stated rules the Chief Administrative Officer must sign 
off on such an exemption.  

Professional Services 

• Requirement: As previously referenced in this manual, professional 
services are not exempt from competitive bid, with the exception of 
professional services defined in Title 18 O.S. § 803. If the result of the 
professional service is a written plan, study or proposal, then a Supplier 
Contract Certification must be completed by the supplier. Pursuant to§ 
85.41.C. if the work product of the contract is a report, the state agency 
shall file the report with the State Librarian and Archivist.   For all 
professional services, regardless of the results, a supplier performance 
evaluation must be completed by the end user upon completion of the 
service. 

• Process Placement: The Supplier Contract Certification must be signed 
prior to issuance of a purchase order. The Supplier Performance Evaluation 
should be completed prior to payment of the last invoice. 

• Required Forms OMES Central Purchasing form CP-021 Supplier Contract 
Certification and OMES Central Purchasing form CP-016 Supplier 
Performance Evaluation. 
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Additionally, regarding Professional Services, ODOC has procedures on how these 
services are evaluated. 

Professional Service Evaluations 
State statutes require a state agency evaluate the performance of the professional 
services upon completion of the services – the DR Programs Planner will do this 
using the OMES Supplier Performance Evaluation. 

1. The performance evaluation shall indicate the quality or work product of 
the professional service provider. 

2. The agency may use the OMES Central Purchasing Supplier Performance 
Evaluation form for documenting the quality of work of the professional 
service provider. The evaluation documentation shall be maintained in the 
agency procurement file.  

3. Evaluations   indicating unsatisfactory   service must be sent to OMES 
Central Purchasing. 

ODOC Internal Policy 
ODOC/CD DR Staff Programs Planner and Programs Representative will be in 
charge of filling out the OMES Central Purchasing Supplier Performance Evaluation 
form for documenting the quality of work of the professional service provider. DR 
Staff will turn the form in to OMES Central Purchasing. 

State use of co-operative agreement to share common goods 
OAC 260:115-7-3 - Methods state agencies use to make acquisitions. State agencies 
shall make acquisitions using a method of acquisition in this section. 

State Use Committee. State agencies shall make acquisitions from suppliers on the 
State Use Committee procurement schedule at the fair market price if the supplier’s 
delivery date meets state agency requirements. State Use Committee contracts are 
mandatory contracts to the extent a fair market value has been established. State 
agencies shall utilize the State Use Committee procurement schedule to ensure all 
acquisitions are made pursuant to 74 O.S. §§ 3001 et seq. If an acquisition is 
available from both the State Use Committee procurement schedule and the 
Oklahoma Correctional Industries, the state agency shall make the acquisition from 
the State Use Committee procurement schedule. 

Oklahoma Correctional Industries. If an acquisition is not available from the State 
Use Committee within the time period required by the purchasing state agency or if 
it does not have an established fair market value, state agencies shall make 
acquisitions from the Oklahoma Correctional Industries pursuant to 57 O.S. §549.1 or 
statewide contracts as follows: 

If a state agency determines in the acquisition of a product or service within the 
agency’s acquisition authority, the product or service is available from OCI and is 
the lowest and best offer, the agency may place a direct order with OCI without 
competitive bidding. If an acquisition is competitively bid, the award shall be made 
to OCI upon determination that OCI is lowest and best. 



2019 CDBG-DR Policies and Procedures Manual 135 
 

For an acquisition exceeding an agency’s procurement authority, the agency may 
place a direct order with OCI or submit a requisition to OMES for issuance of a 
solicitation to include OCI as a supplier. The award shall be made to OCI if such 
product or service is the lowest and best bid. 

If Oklahoma Correctional Industries is unable to meet state agency requirements 
for an acquisition, Oklahoma Correctional Industries shall certify to the State 
Purchasing Director that it is not able to provide products. 

If the State Purchasing Director determines that a product or service the Oklahoma 
Correctional Industries produces does not meet the reasonable state agency 
requirements, the State Purchasing Director shall notify Oklahoma Correctional 
Industries. 

If Oklahoma Correctional Industries disagrees with the State Purchasing Director, 
the OMES Director shall resolve the issue. 

Statewide Contracts. The State Purchasing Director shall designate statewide 
contracts as mandatory or non-mandatory.  

Mandatory statewide contract. The State Purchasing Director may designate a 
statewide contract for mandatory use. State agencies shall make acquisitions from 
mandatory statewide contracts regardless of the acquisition purchase price.  A 
state agency may submit a written request to the State Purchasing Director to 
waive requirements for a state agency’s use of a mandatory statewide contract for 
acquisitions. The State Purchasing Director shall grant exceptions prior to a state 
agency making the acquisition from another supplier. 

Non-mandatory statewide contracts. State agencies are encouraged to use non- 
mandatory statewide contracts. Whenever a state agency acquires a product or 
service from an alternate source, the acquisition shall be made in accordance with 
the Central Purchasing Act, the rules of this chapter and any other laws and rules 
applicable to the acquisition. 

ODOC Internal Policy 
If ODOC/CD DR Staff Programs Planner and Programs Representative gives 
solicitation requirements to the Central Purchasing Division of OMES and there is an 
opportunity for a co-operative agreement to share common goods with other state 
agencies, OMES Central Purchasing will receive such inquiries from other agencies 
and arrange the agreement between agencies if such agencies agree. 

Intergovernmental or Interagency Purchases 
Definition: By Title 74 O.S.§ 581 or74 O.S. §§ 1001 through 1008, agencies may contract 
with any political division or subdivision of the State, any political subdivision of 
another state, or any agency of the United States or the State. Acquisitions shall not 
be made for the purpose of evading competitive bidding requirements, provisions of 
the Oklahoma Central Purchasing Act, rules of the Purchasing Division, or the 
provisions related to the State Use Committee. 

Process: 
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• The end user DR Programs Planner and Programs Representative 
identifies the need or program that requires interaction with the 
governmental unit. 

• The end user defines the requirements within the acquisition. 
• Bilaterally approved documentation is created to support the acquisition 

(Done by end users, but ensures documentation is correct). i.e. quote, 
scope of work, contract, etc. 

• A completed requisition is attached to the documentation, approved and 
sent to ODOC Procurement (Certified Purchasing Officer) for processing. 

State to use surplus property 
74 O.S. § 85.5. Powers and Duties of State Purchasing Director 

J. 6. Development of electronic means of making state agencies aware of office 
furniture, equipment, machinery, tools, and hardware available for purchase from 
the surplus property programs. 

ODOC Internal Policy 
CDBG-DR staff Programs Representative and Programs Planner work with the 
Contracting Officer and the Certified Purchasing Officer within ODOC to detail the 
necessary requirements for the use of surplus property. These details are then sent 
to the Certified Purchasing Officer at OMES if purchase is over $50,000.  

Intergovernmental or Interagency Purchases Definition: By Title 74 O.S.§ 
581 or74 O.S. §§ 
• ODOC Purchasing Authority and hierarchy 
• The State Purchasing Director, under the supervision of the Director of the 

Office of Enterprise and Management Services, shall have sole and 
exclusive authority and responsibility for all acquisitions used or consumed 
by state agencies. (Title 74 § Section 85.5.(A) 

• State agencies shall make acquisitions in accordance with state statutes as 
outlined in Title 74 O.S. §85.1 et seq. and administrative rules as outlined by 
Administrative Rules Oklahoma Administrative Code (OAC) 260:115. 

• The ODOC Certified Purchasing Officer is the delegated purchasing 
authority and primary CPO for ODOC. 

• The ODOC Certified Purchasing Officer reports to the Deputy 
Director/Legal Counsel. 

• The Deputy Director/Legal Counsel reports to Secretary of Commerce. 

ODOC Internal Policy 
CDBG-DR staff Programs Representative and Programs Planner will work with the 
Contracting Officer and the Certified Purchasing Officer within ODOC to detail the 
necessary requirements for a procurement of goods and services. For purchases 
over $50,000, these details are then sent to the Certified Purchasing Officer at OMES 
to create the solicitation and send the solicitation to all recipients on the vendor list. 
OMES handles the scheduling of interviews, creating the guidelines and 
questionnaires for vendors and decides the processes ODOC will take to procure 
such goods or services. 
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State award contracts only to responsible contractors 
74 O.S. § 85.5. Powers and Duties of State Purchasing Director 

I. The State Purchasing Director shall endeavor to satisfy state agencies in terms of 
cost, quality, and timeliness of the delivery of acquisitions by using bidders who 
have a record of successful past performance, promoting competition, minimizing 
administrative operating costs, and conducting business with integrity, fairness, 
and openness. 

J. The State Purchasing Director shall undertake the following: 

1. The use of electronic commerce pursuant to the Oklahoma Online Bidding Act for 
solicitation, notification, and other purchasing processes; 

2. Monitoring rules promulgated pursuant to the Oklahoma Central Purchasing Act 
to ensure that the rules, satisfy the interests of the state, are clear and succinct, and 
encourage efficiency in purchasing processes; 

3. A program to identify suppliers with poor delivery and performance records; 

4. Development of criteria for the use of sealed bid contracting procedures, 
negotiated contracting procedures, selection of types of contracts, post award 
administration of purchase orders and contracts, contract modifications, 
termination of contracts, and contract pricing; 

5. Continual improvement in the quality of the performance of the Purchasing 
Division through training programs, management seminars, development of 
benchmarks and key management indicators, and development of standard 
provisions, clauses and forms; 

ODOC Internal Policy 
The State Purchasing Director created the criteria used for sealed bid contracting 
procedures. This criterion is then used by the Certified Purchasing Officer and the 
Contracting Officer to create a solicitation of goods or services. OMES CPO will check 
to ensure that such criteria is legitimate and accurate for such solicitation. If this type 
of procurement is needed as part of the CDBG-DR grant, Programs Planner and 
Programs Representative will work with OMES CPO. 

Best Value Criteria: bid or proposal evaluation criteria which include, but are not 
limited to, the following: (Title 74 §Section 85.2.a-j.) 

a. The acquisition's operational cost a state agency would incur 
b. The quality of the acquisition, or its technical competency, 
c. The reliability of the bidder's delivery and implementation schedules, 
d. The acquisition's facilitation of data transfer and systems integration, 
e. The acquisition's warranties and guarantees and the bidder's return 

policy, 
f. The bidder's financial stability, 
g. The acquisition’s adherence to  the  state agency's  planning  

documents  and announced strategic program direction, 
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h. The bidder's industry and program experience and record of successful 
past performance with acquisitions of similar scope and complexity, 

i. The anticipated acceptance by user groups and 
j. The acquisition's use of proven development methodology and 

innovative use of current technologies that lead to quality results. 

 

State maintains records sufficient to detail the history of procurement 
OAC 260:115-5-9 - Retention of state agency acquisition records 

Retention time period. A state agency shall retain all records relative to acquisitions 
and contracts as follows: 

Acquisitions independently processed by agency. Retain documents for the 
duration of the contract term and for a period of seven (7) years following 
completion and/or termination of the acquisition, provided all audits have been 
completed, all applicable audit reports have been accepted and resolved by all 
applicable federal and state agencies, and provided no legal actions are pending. If 
an audit, litigation, or other action involving such records is started before the end 
of the seven (7) year period, the records shall be maintained for two (2) years from 
the date all issues arising from the action are resolved or until the end of the seven 
(7) year retention period, whichever is later; and, 

Acquisition documents submitted to Central Purchasing Division for processing. 
Retain documents until one (1) year after all audits have been completed and all 
applicable audit reports have been accepted and resolved by all applicable federal 
and state agencies and provided no legal actions are pending, then destroy. If legal 
action is pending destroy two (2) years after exhaustion of all legal remedies. 

Acquisition documents processed by Central Purchasing Division. The Central 
Purchasing Division shall retain documents for the duration of the contract term 
and for a period of seven (7) years following completion and/or termination of the 
acquisition, provided all audits have been completed, all applicable audit reports 
have been accepted and resolved by all applicable federal and state agencies, and 
provided no legal actions are pending. If an audit, litigation, or other action 
involving such records is started before the end of the seven (7) year period, the 
records shall be maintained for two (2) years from the date all issues arising from 
the action are resolved or until the end of the seven (7) year retention period, 
whichever is later. 

Records retention location. A state agency shall retain procurement records and 
documents in a reasonably accessible location unless a written waiver is provided 
by the State Purchasing Director. 

 

Records availability. A state agency shall make acquisition records available to the 
State Purchasing Director for review and the OMES Audit staff for audit purposes. 



2019 CDBG-DR Policies and Procedures Manual 139 
 

Records to be retained. A state agency shall retain acquisition records to include 
but not limited to justification for the acquisition, supporting documents, related 
information, acquisition contract, evaluations, other evidence of contractor 
performance and written reports. 

ODOC Internal Policy 
CDBG-DR Staff Programs Planner and Programs Representative will retain all 
procurement documents electronically in ODOC drives. ODOC’s CPO will also keep 
electronic records in ODOC’s drive. The OMES CPO will retain all procurement 
documents in a separate electronic file within OMES drives.  

Record Retention 
ODOC Procurement will maintain records for all purchase orders and their 
associated documentation. This does not include invoices or payment claims. 

a. Records must be maintained for seven (7) years following completion or 
termination of the acquisition. 

b. If an audit litigation, or other action involving such records is started before 
the end of the seven (7) year period, the records shall be maintained for 
two years from the date all issues arising from the action are resolved or 
until the end of the seven (7) year retention period, whichever is later. 

c. ODOC Procurement will maintain P-card records for seven (7) fiscal years. 
If audit, litigation or other action is started before the end of the seven year 
period, the records are required to be retained for two years from the date 
all issues arising out of the action are resolved or until the end of the seven 
year retention period, whichever is longer. 

 

State responsible for the settlement of all contractual and 
administrative issues arising out of procurements 

OAC 260:115-9-7 - State agency and supplier disputes 

Quality assurance inspections by state agencies. A state agency must establish 
quality assurance procedures that ensure timely and thorough inspection of 
acquisitions delivered to the agency. It is critical that problems with delivery or the 
quality of the acquisition delivered be promptly communicated to the agency’s 
primary procurement official and the State Purchasing Director. 

Resolution of dispute between a state agency and supplier. Whenever a supplier 
provides a state agency with defective products or fails to perform in accordance 
with contract requirements, a state agency shall notify the supplier in writing of the 
deficiency and include information necessary for the supplier to resolve the 
problem. If the state agency and supplier are unable to resolve the dispute, the 
state agency shall submit a written request for dispute resolution to the State 
Purchasing Director. 

State agency submission of supplier performance evaluation form. A state agency 
shall request the State Purchasing Director seek dispute resolution by submitting a 
Supplier Performance Quality Report, whenever a supplier: 



2019 CDBG-DR Policies and Procedures Manual 140 
 

1. Fails to timely retrieve and replace an acquisition that does not meet or 
exceed contract specifications; 

2. Does not refund payment for an acquisition that does not meet or exceed 
contract specifications; or 

3. Fails to resolve any other problem that conflicts with the contract 
specifications in a timely manner. 

ODOC Internal Policy 
ODOC/CD DR Staff Programs Planner and Programs Representative will be in 
charge of submitting any issues with the supplier to the supplier directly in writing. If 
the issue cannot be initially resolved, DR Staff will contact ODOC Chief of Staff and 
Legal Counsel and the Procurement Director. If it is still not resolved, the discrepancy 
will be referred to OMES Central Purchasing. If any discrepancy cannot be resolved 
still, DR Staff will contact the State Purchasing Director and submit a request for 
dispute resolution. DR staff will request the Purchasing Director submit a Supplier 
Performance Quality Report.  

Contract Administration 
a.   Supplier Conflict Resolution: 

1. All communications with suppliers should be in writing, but this is not always 
feasible, and misunderstandings do occur. 

2. The end user must make an attempt to cure or correct their problem and give 
the same opportunity to the supplier. If a problem occurs, all communications 
between parties must be in writing to prevent further misunderstandings and 
to document the file. 

3. If a mutually satisfactory solution cannot be obtained between the two 
parties, contact the Procurement Director or ODOC Chief of Staff and Legal 
Counsel for assistance. If either the Procurement Director or ODOC Legal 
Counsel cannot resolve the issue, the matter will be referred to OMES Central 
Purchasing. 

4. Regardless of how the issue is resolved, the OMES Central Purchasing 
Supplier Performance Evaluation form must be completed for 
documentation. 

§200.319 Competition Summary: full and open competition, procurements 
conducted in a manner that prohibits the use of statutorily or administratively 
imposed state, local, or tribal geographical preferences, written procedures for 
procurement transactions, all prequalified lists of persons, firms, or products which 
are used in acquiring goods and services are current and provide good competition. 

State procedures on full and open competition 
74 O.S. § 85.7. Competitive Bid or Proposal Procedures 

Except as otherwise provided by the Oklahoma Central Purchasing Act, no state 
agency shall make an acquisition for an amount exceeding Fifty Thousand Dollars 
($50,000.00) or the limit determined by the State Purchasing Director pursuant to 
rules authorized by Section 85.5 of this title, not to exceed One Hundred Thousand 
Dollars ($100,000.00), without submission of a requisition to the State Purchasing 
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Director and submission of suppliers’ competitive bids or proposals to the State 
Purchasing Director. 

Any acquisition a state agency makes shall be made pursuant to the Oklahoma 
Central Purchasing Act and rules promulgated pursuant thereto. Split purchasing 
for the purpose of evading the requirement of competitive bidding shall be a felony. 

Split Purchasing occurs when an end user or division splits the total acquisition of a 
known quantity acquisition into two or more acquisitions to evade the competitive 
requirements. This includes multi-year agreement totals, total project costs, total 
one time purchases, and aggregate same commodity purchases for a fiscal year. 
Split purchasing for the purpose of evading the requirement of competitive bidding 
shall be a felony pursuant to title 74. O.S. § 85.7(A)(2)(a). 

The State Purchasing Director may waive or increase the limit authorized for a 
state agency acquisition by not more than ten percent (10%) to perfect an otherwise 
valid acquisition inadvertently exceeding the limit due to administrative error by 
the state agency or unforeseeable circumstances. The state agency shall request a 
waiver upon the discovery of the error or circumstance to the State Purchasing 
Director on a form the Director requires. 

The State Purchasing Director shall report all requests for waivers or increases, 
stating the amount and whether the request was granted or denied, monthly to 
the Governor, President Pro Tempore of the Senate, and Speaker of the House of 
Representatives. 

Requisitions pursuant to this section shall not be required prior to emergency 
acquisitions by a state agency not exceeding One Hundred Thousand Dollars 
($100,000.00). The state agency shall submit a requisition to the State Purchasing 
Director within five (5) days following the acquisition together with a statement of 
the emergency. The State Purchasing Director shall send the requisition and a 
written analysis to the Governor, the President Pro Tempore of the Senate, and the 
Speaker of the House of Representatives specifying the facts and circumstances 
giving rise to the emergency requisition. 

Requisitions pursuant to this section for acquisitions to alleviate a serious 
environmental emergency shall not be required if, upon receiving a request from 
the Chair of the Corporation Commission and after having examined the facts and 
circumstances of the case, the Governor certifies in writing the existence of a serious 
environmental emergency. For the purposes of this section, “serious environmental 
emergency” means a situation within the jurisdiction of the Commission: 

In which serious damage to the environment will quickly occur if immediate action 
is not taken and the damage will be so significant that the urgent need for action 
outweighs the need for competitive bids, or 

A situation in which human life or safety is in imminent danger or significant 
property interests are threatened with imminent destruction. 

Acquisitions for repairs of equipment in emergencies, of livestock through a market 
agency, dealer, commission house, or livestock auction market bonded or licensed 
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under federal or state law, the purchase or collection of semen or embryos, and the 
placement of embryos into recipient livestock shall not require requisitions 
pursuant to this section or any other provisions of the Oklahoma Central 
Purchasing Act. 

Sole source or sole brand acquisitions by a state agency or the State Purchasing 
Director shall comply with Section 85.45j of this title. 

Any acquisition of a service which the Office of Management and Enterprise 
Services has approved as qualifying for a fixed and uniform rate shall be made 
pursuant to provisions of this paragraph. 

The Office of Management and Enterprise Services shall establish criteria and 
guidelines for those services which may qualify for a fixed and uniform rate. 

ODOC Internal Policy 
CDBG-DR staff Programs Representative and Programs Planner work with the 
Contracting Officer and the Certified Purchasing Officer within ODOC to detail the 
necessary requirements for a procurement of goods and services. These details are 
then sent to the Certified Purchasing Officer at OMES to create the solicitation and 
send the solicitation to all recipients on the vendor list. Vendor lists are standard 
within OMES and created to ensure competitive procurement. All procurement lists 
used have the most up-to-date qualified vendors in the State. OMES handles the 
scheduling of interviews, creating the guidelines and questionnaires for vendors and 
decides the processes ODOC will take to procure such goods or services. This allows 
a separation of duties when ODOC is procuring goods and services.  

State agency purchasing procedures 
State procurement procedures are found at OAC 260: 115: OAC 260:115-5-7 - State 
agency purchasing procedures 

Development. State agencies shall develop internal purchasing procedures for 
acquisitions by the state agency pursuant to 74 O.S. §85.39, “. . .which shall, at a 
minimum, include provisions for the state agency’s needs assessment, funding, 
routing, review, audits, monitoring, and evaluations”. A state agency must include 
the method whereby a supplier may protest a contract award by the agency 
pursuant to 260:115-3-19 in its internal purchasing procedures and include provisions 
for procurement policies under statutorily applicable emergency events. Internal 
purchasing procedures are not effective until approved in accordance with this 
section. 

ODOC Internal Policy 
OAC 260:115-3-19 Supplier Protest 

Legal counsel will review and process any supplier protests, however the OMES 
Central Purchasing Administrative Rule OAC 260:115-3-19 Supplier Protest, will be 
followed. 

State Use Product or Service: 
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A. Definition: Products/services are available from suppliers employing the severely 
handicapped pursuant to Title 74 O.S.§§ 3001-3010 State agencies shall make 
acquisitions from the suppliers approved on the State Use Procurement Schedule 
and by the State Use Committee which governs the products or services available. 
The Department of Commerce shall make maximum utilization of such 
products/services and no similar products or services shall be purchased by the 
agency from any other source. 

B. The Process: 

i. End user DR Programs Planner and Programs Representative identifies 
needs for the acquisition 

ii. End user identifies the requirements of the needs 

1. Detailed specifications for products or, 

2. required services. 

iii. An internal ODOC requisition is prepared by the end user citing: 

1. The specific need and the requirements 

2. The funding source and availability 

3. The projected budget 

4. Applicable terms and conditions 

iv. All documentation is attached to the requisition. 

v. The requisition is routed through the appropriate division and agency 
approval levels. 

vi. The approval routing for each division is not defined in these purchasing 
procedures but is maintained in Financial Services. 

vii. Submission to ODOC Procurement Certified Purchasing Officer where: 

1. The requisition is reviewed for completeness and applicability 

2. if it is a State use Product, the correct information is transferred to 
the requisition. 

3. It is entered into the purchasing software system 

4. It is signed by the ODOC Procurement Director 

5. The purchase order is distributed to the supplier and the end user.  

C. Required Forms: 

i. Requisition 

ii. Required contract specific documentation 

iii. Documentation for special purchases as outlined in Appendix B 
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iv. Purchase order. 

 

State use of pre-qualified lists are current and provide competition 
OAC 260:115-3-3 - Supplier registration 

Purpose. Unless otherwise specified, supplier registration pursuant to this section 
provides a supplier with automatic notification of bid opportunities but is not 
required for a supplier to respond to a solicitation. Automatic notification is 
dependent upon a supplier providing the Office of Management and Enterprise 
Services valid and up-to-date information. Supplier registration is required for any 
supplier selected for award or renewal of a contract pursuant to the Central 
Purchasing Act and these rules. For the purposes of this section, “State Purchasing 
Director” does not include personnel of state agencies to whom the State 
Purchasing Director has delegated authority. 

Suppliers may be required to prequalify for the purpose of responding to online 
solicitations. 

Suppliers shall prequalify in accordance with procedures established by the State 
Purchasing Director. 

Registration. A supplier may apply for registration online as established by 74 O.S. 
85.33, for each commodity class listed in the registration application, to be placed 
on the Supplier List for a one-year period. Registered suppliers are to be notified by 
the Central Purchasing Division or by non-exempt state agencies pursuant to 
applicable laws and rules, of solicitations for each commodity class for which a 
supplier registers. The State Purchasing Director shall not place a supplier on the 
Supplier List if the supplier provides incomplete registration information or if the 
State Purchasing Director, in his or her sole discretion, determines the supplier is not 
a responsible supplier. 

Registration fee. A registered supplier may renew a registration prior to the 
expiration date of the supplier’s current registration in order to remain on the 
Supplier List. The Office of Management and Enterprise Services shall not refund 
supplier registration fees. 

Voluntary removal from Supplier List. A supplier may submit a written request to 
the Central Purchasing Division to request to be removed from the Supplier List for 
a commodity. 

ODOC Internal Policy 
CDBG-DR staff Programs Representative and Programs Planner work with the 
Contracting Officer and the Certified Purchasing Officer within ODOC to detail the 
necessary requirements for a procurement of goods and services. Vendor lists are 
created through the online platform PeopleSoft. If a vendor wants to be included on 
a vendor list for certain commodities, they must register through PeopleSoft in order 
to be on vendor lists. All qualified vendors will be on the vendor lists that OMES uses 
for solicitation. The Certified Purchasing Officer at OMES chooses the commodities 
being requested, as well as several other closely related lists, to cast a wide net to all 
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potential vendors. Every new vendor that registers to the vendor list through 
PeopleSoft automatically updates the vendor list to have all eligible vendors listed 
for OMES. OMES can only choose from lists that meet the correct commodities but 
cannot delete vendors from a list. OMES does have the power to add additional 
vendors that request to be listed even if they are not on the PeopleSoft lists.  

 

§200.320 Methods of procurement to be followed:  Micro-purchase, small purchase, 
sealed bids, competitive and non-competitive bids. 

State methods of procurement 
OAC 260:115-7-11 - Acquisitions not exceeding $5,000.00: State agencies shall make 
open market acquisitions not exceeding $5,000.00 provided the acquisition process 
is fair and reasonable. 

OAC 260:115-7-13 - Acquisitions over $5,000.00 and not exceeding $25,000.00 

Basic Requirements. State agencies that have an internal CPO or a designated 
CPO through an interagency agreement and approved internal purchasing 
procedures pursuant to the requirements of 260:115-5-3 and 260:115-5-7 shall make 
acquisitions over $5,000.00 and not exceeding $25,000.00 pursuant to this section. 

Acquisition Preparation. The state agency shall prepare and document the state 
agency’s specifications and all information required from the supplier for an 
acquisition. An agency shall choose an appropriate solicitation methodology, i.e., 
formal or informal competitive solicitation, based on the complexity of an 
acquisition. 

Supplier selection. The state agency shall solicit from a minimum of three (3) 
registered suppliers (if available) for acquisitions over $5,000.00 and not exceeding 
$10,000.00 and ten (10) registered suppliers for acquisitions over $10,000.00 and not 
exceeding $25,000.00, from the Supplier List in the appropriate commodity 
classification. Selection of suppliers shall be rotated whenever more than ten (10) 
suppliers are registered. 

State agencies shall solicit prices and delivery dates by mail, telephone, facsimile or 
by means of electronic commerce. The state agency shall make a written 
evaluation of criteria considered in selection of the supplier for the acquisition. 

Documentation of prices, delivery dates and the evaluation shall be placed in the 
acquisition file. All awards shall be based on lowest and best or best value criteria. 

Certifications, verifications and other required documents. 

Non-collusion certification. Pursuant to requirements in 74 O.S. §85.22, a non- 
collusion certification shall be included with any competitive bid and/or contract 
submitted to the State for goods or services. The certification shall have an 
authorized signature of the supplier certifying the non-collusion statement with full 
knowledge and acceptance of all its provisions. 
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Sales Tax Permit Verification. Prior to the award of a contract, the state agency 
must verify that the supplier has obtained a current sales tax permit in accordance 
with the laws of Oklahoma. Documentation of verification of a current sales tax 
permit, which must be a copy of the sales tax permit, the supplier’s explanation of 
exemption, or confirmation of the permit’s status obtained from the Oklahoma Tax 
Commission, must be filed in the acquisition file. 

Certifications for services contracts. Additional documents required to be included 
in contracts for professional or nonprofessional services include: 

If the final product of a professional services contract is a written proposal, report or 
study, the supplier shall include a statement certifying that the supplier has not 
previously provided a substantial duplication of the final product to the state 
agency or another state agency. [Reference 74 O.S. §85.41] 

An acquisition for professional or nonprofessional services must include statutory 
language required by the Oklahoma Central Purchasing Act as a term of the 
requisition or contract and must be signed by the chief administrative officer of the 
agency or the chief administrative officer of the requisitioning unit certifying 
compliance with the Act. [Reference 74 O.S. § 85.4] 

Each contract for services shall include a statement certifying that no person who 
has been involved in any manner in the development of that contract while 
employed by the State of Oklahoma shall be employed to fulfill any of the services 
provided for under said contract. [Reference 74 O.S. §85.42] 

Bonds and sureties. The solicitation may require bidders to submit a bid bond, 
performance bond, or other type of approved surety with the bid. 

Form of bond. The bid bond, performance bond or other type of surety shall be 
subject to the approval of the State Purchasing Director. For bonds requiring a cash 
deposit, the amount specified by the State Purchasing Director shall be paid by 
certified check or cashier’s check. 

Irrevocable letter of credit. In lieu of bonds specified in this subsection, the State 
Purchasing Director may approve submission of an irrevocable letter of credit. 

Bond or surety return. When the State Purchasing Director specifies a bid contain a 
bid bond, performance bond, or other type of surety, the State Purchasing Director 
shall retain the bond or surety until the successful completion of the purpose for 
which the bond or surety was drawn. 

ODOC Internal Policy 
CDBG-DR staff Programs Representative and Programs Planner work with the 
Contracting Officer and the Certified Purchasing Officer within ODOC to detail the 
necessary requirements for a procurement of goods and services. This allows a 
separation of duties when ODOC is procuring goods and services.  Here is the 
detailed process: 

1.   Competitive bids or proposals between $5,000.01 and $10,000: 
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a. Definition: Based on the statutory Oklahoma Central Purchasing Act, all purchases 
over $5,000 that are not a purchasing methodology other than competitive bids 
listed in Procurement Procedures Section 6 must be competed based on defined 
rules listed in this section. 

b. Process: 

i.   End user DR Programs Planner and Programs Representative identifies needs for 
the acquisition 

ii.   End user identifies the requirements of the needs 

1.   Detailed specifications for products, or 

2.   Required services. 

iii.   End user identifies a minimum of three (3) potential suppliers. 

There are several sources for identifying potential suppliers and they include but are 
not limited to: 

a. Three (3) registered suppliers from OMES Central Purchasing list  

b. Telephone Book 

c. Internet 

d.   Industry specific resource guides  

e.  Previous ODOC work experience  

f.   word of mouth. 

iv.  An internal ODOC requisition is prepared by the end user citing: 

 1.  The specific need and the requirements for the acquisition 

 2. The list of suggested suppliers 

 3. The funding source and availability 

 4.  Applicable terms and conditions related to the acquisition. 

v.   An informal solicitation is performed by the end user or ODOC Procurement. 
Informal solicitation can be performed by phone, facsimile, email or mail with each 
potential supplier receiving requirements and same response instructions. A 
completed Non-collusion Certification is to be included and returned by the bidder 
pursuant to Title 74, O.S. Section 85.22. 

vi.   The end user reviews the responses to the solicitation for responsiveness to the 
solicitation. 

vii.   The end user evaluates the responses based on the requirements of the 
solicitation. 

viii.   The end user completes an award recommendation that includes an 
explanation of the solicitation process and evaluation. 
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ix.  All documentation is attached to the requisition. 

x.   The requisition is routed through the appropriate division and agency approval 
levels. The approval routing for each division is not defined in these purchasing 
procedures but is maintained in Financial Services. 

xi.   Submission to ODOC Procurement where: 

1. Requisition and competition is reviewed for completeness, competitive 
fairness, and applicability by a CPO; 

2. Agency   requests verification of Workers' Compensation Insurance; 

3.Entered into purchasing software system. 

4. Signature of ODOC Procurement Director; 

5. Disbursement of purchase order to supplier and end user. 

c.  Required Documentation: 

i.   Requisition for the acquisition 

ii.   Original documentation pertaining to competitive process. 

iii. if the acquisition is a service, either a service acquisition term is located in the 
standard comments section in PeopleSoft or a Supplier Contract Certification is 
completed.  

iv. Completed Non-collusion Certification pursuant to Title 74, O.S. Section 5.22. 

v.  Completed OMES Vendor/Payee Forms. 

vi. Applicable documentation if it is a special classification as identified in Appendix 
B. 

 

OAC 260:115-7-15 - Acquisitions over $25,000,00 and not exceeding 
$50,000.00 

Basic requirements. State agencies that have an internal CPO or a designated CPO 
through an interagency agreement and approved internal purchasing procedures 
pursuant to the requirements of 260:115-5-3 and 260:115-5-7 shall make acquisitions 
exceeding $25,000.00 but not exceeding $50,000.00 in accordance with this section, 
by means of a formal method of competitive solicitation, i.e. sealed bid solicitations. 

Acquisition preparation. The state agency shall prepare and document the state 
agency’s specifications for an acquisition. The state agency shall provide the 
specifications, terms and conditions for the acquisition to each supplier selected for 
notification. Whenever the state agency issues a solicitation for acquisition by 
invitation to bid or RFP, the agency shall develop evaluation criteria for the 
acquisition prior to bid opening. 

Supplier selection. The state agency shall solicit all registered suppliers in the 
appropriate commodity classification from the Supplier List along with any other 
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suppliers identified by the state agency. Suppliers that have been suspended or 
debarred by the State Purchasing Director or the Federal government shall not be 
awarded a contract. 

State agencies shall solicit prices and delivery dates by means of sealed bid using 
mail or electronic commerce. The suppliers shall provide pricing and delivery dates 
in accordance with the requirements of the solicitation. 

The state agency shall make a written evaluation of criteria considered in selection 
of the supplier for the acquisition. The written evaluation shall be placed in the 
acquisition file. When a selection has been made, the state agency shall notify the 
supplier of the award. 

All awards shall be based on lowest and best or best value criteria. Certifications, 
verifications and other required documents. 

Non-collusion certification. Pursuant to requirements in 74 O.S. §85.22, a non- 
collusion certification shall be included with any competitive bid and/or contract 
submitted to the State for goods or services. The certification shall have an 
authorized signature of the supplier certifying the non-collusion statement with full 
knowledge and acceptance of all its provisions. 

Sales Tax Permit Verification. Prior to the award of a contract, the state agency 
must verify that the supplier has obtained a current sales tax permit in accordance 
with the laws of Oklahoma. Documentation of verification of a current sales tax 
permit, which must be a copy of the sales tax permit, the supplier’s explanation of 
exemption, or confirmation of the permit’s status obtained from the Oklahoma Tax 
Commission, must be filed in the acquisition file. 

Certifications for services contracts. Additional documents required to be included 
in contracts for professional or nonprofessional services include: 

If the final product of a professional services contract is a written proposal, report or 
study, the supplier shall include a statement certifying that the supplier has not 
previously provided a substantial duplication of the final product to the state 
agency or another state agency. [Reference 74 O.S. §85.41] 

An acquisition for professional or nonprofessional services must include statutory 
language required by the Oklahoma Central Purchasing Act as a term of the 
requisition or contract and must be signed by the chief administrative officer of the 
agency or the chief administrative officer of the requisitioning unit certifying 
compliance with the Act. [Reference 74 O.S. §85.4] 

Each contract for services shall include a statement certifying that no person who 
has been involved in any manner in the development of that contract while 
employed by the State of Oklahoma shall be employed to fulfill any of the services 
provided for under said contract. [Reference 74 O.S. §85.42] 

Bonds and sureties. The solicitation may require bidders to submit a bid bond, 
performance bond, or other type of approved surety with the bid. 
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Form of bond. The bid bond, performance bond or other type of surety shall be 
subject to the approval of the acquiring state agency. For bonds requiring a cash 
deposit, the amount specified by the acquiring state agency shall be paid by 
certified check or cashier’s check. 

Irrevocable letter of credit. In lieu of bonds specified in this subsection, the acquiring 
state agency may approve submission of an irrevocable letter of credit. (iii)Bond or 
surety return. When the acquiring state agency specifies a bid contain a bid bond, 
performance bond, or other type of surety, the state agency shall retain the bond or 
surety until the successful completion of the purpose for which the bond or surety 
was drawn. 

Verification of registration and status with Secretary of State. Prior to the award of 
a contract, the acquiring state agency must verify, pursuant to applicable 
provisions of law, that the supplier is registered with the Secretary of State and 
franchise tax payment status pursuant to 68 O.S. §1203 and §1204. Documentation 
of verification of registration and status with the Secretary of State must include, at 
a minimum, a copy of the entity summary information from the Secretary of State’s 
website or the supplier’s statement providing specific details supporting the 
exemption claimed, must be filed in the acquisition file. 

OAC 260:115-7-17 - Acquisitions over $50,000.00 and not exceeding $100,000.00 

State agencies that have an internal CPO or a designated CPO through an 
interagency agreement and approved internal purchasing procedures pursuant to 
the requirements of 260:115-5-3 and 260:115-5-7, shall send a written request to the 
State Purchasing Director to request acquisition authority exceeding $50,000.00 
but not exceeding $100,000.00. The State Purchasing Director shall consider the 
agency’s internal purchasing procedures, procurement training and certifications 
of the agency’s procurement staff, and any other information deemed necessary by 
the State Purchasing Director to make the determination to approve or disapprove 
the request. If approved, the agency shall: 

• Make all acquisitions within this acquisition authority pursuant to 74 O.S. 
§85.7, any other applicable state laws and rules, including Section 260:115-
7-15; 

• Award all contracts based on lowest and best or best value criteria; and, 
• Solicit all suppliers in the appropriate commodity classification from the 

Supplier List along with any other suppliers identified by the state agency 
using solicitation forms prescribed by the OMES Director. 

ODOC Internal Policy 
Competitive Bids or Proposals between $10,000.01 and $25,000:  

a) a. Definition:  Based on the statutory Oklahoma Central Purchasing Act, all 
purchases  over $10,000  and  less  than  $25,000,  that  are  not  a  purchasing   
methodology   other  than Competitive  Bid listed in Section 6, must be 
competed based on defined rules listed in this section. 

b) Process: 
i. End user DR Programs Planner and Programs Representative identifies 

needs for the acquisition 
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ii. End user identifies the requirements of the needs for the acquisition 
1. Detailed specifications for products,  
2. Or Required services. 

iii. An internal ODOC requisition is prepared by the end user citing: 
1. The specific need and the requirements for the acquisition 
2. Ten (10) registered suppliers from OMES Central Purchasing list 
3. A list of other suggested suppliers if any 
4. The funding source and availability 
5. The projected budget 
6. Applicable terms and conditions 

iv. All documentation is attached to the requisition. 
v. The requisition is routed through the appropriate division and agency 

approval levels. 
vi. The approval   routing for each   division   is not defined   in these 

purchasing procedures but is maintained in Financial Services. 
vii. Submission to the ODOC Certified Purchasing Officer where: 

1. Specifications related to the acquisition are reviewed for 
completeness. Certified Purchasing Officer will clarify any 
requirements or required terms with end user. 

2. All OMES Central Purchasing registered suppliers will be 
identified, and a compilation of the suggested suppliers and the 
identified OMES registered suppliers will establish a supplier list 
for the solicitation. 

3. A formal solicitation process will be used to notify the suppliers 
on the supplier list of the solicitation and the response due date 
and time. All   communication    between   suppliers   and   the   
agency   will   be conducted through the ODOC Certified 
Purchasing Officer   listed on the solicitation only. 

4. Upon receipt of solicitation responses at the appointed 
due date and time, the Certified Purchasing Officer will complete 
a response tabulation sheet, and review responses for solicitation 
of responsiveness. A completed Non-collusion Certification is to 
be included and returned by bidder pursuant to Title 74, O.S. 
Section 85.22. 

5. During the solicitation process, end users will be required to 
develop an evaluation matrix based on the requirements of the 
solicitation and develop a standardized reference questionnaire 
sheet for the solicitation. 

viii. Once the tab sheet is complete, responsiveness determined, evaluation 
matrix, and reference questionnaire have been developed, the end user 
will receive copies of the responses to evaluate. During the evaluation 
process, an independent ODOC resource or ODOC Certified Purchasing 
Officer will verify references based on the reference questionnaire. 

ix. Upon completion of the evaluation process, the end user will forward 
an award recommendation to ODOC Certified Purchasing Officer that 
includes all original evaluation documents. 

x. The evaluation process and recommendation is reviewed for 
completeness, competitive fairness, and applicability by a CPO All CPO 
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questions and subsequent evaluation committee answers pertaining to 
the evaluation process will be documented. 

xi. Once the evaluation process is validated, the Certified Purchasing 
Officer will review the supplier information for Secretary of State 
registration number, Oklahoma Sales Tax Permit, Workers' 
Compensation Insurance coverage, and Federal debarment status. 

xii. The award is entered into the purchasing software system 
xiii. Signature of ODOC Deputy Director/ Chief of Staff and Legal Counsel; 
xiv. Disbursement of purchase order to supplier and end user. 

c) Required Documentation:  
i. Pre-solicitation requirements 

1. Requisition 
2. Solicitation requirements 
3. Evaluation Matrix 
4. Reference Questionnaire 
5. Registered supplier List for category and other sources 
6. If it is a service acquisition, a service acquisition statement 

is located in the PeopleSoft standard comments section 
7. Applicable documentation if it is a special classification as 

identified in Appendix B. 
ii. Award Document requirements 

1. Completed Non-Collusion Certification pursuant to Title 74 O.S. 
Section 85.22 

2. OMES Vendor/Payee Form 
3. If it is a professional or non-professional service, a Supplier 

Contract Certification is completed 
4. Any special certifications required by requirements of the 

solicitation. 
5. Completed evaluation documentation 
6. Completed reference questionnaires 
7. Completed solicitation response tabulation sheet 
8. Award recommendation. 

Competitive Bids or Proposals over $25,000.01 and not exceeding $50,000: 

a) Definition: Based on the statutory Oklahoma Central Purchasing Act, all 
purchases over $25,000 and not exceeding $50,000 that are not a purchasing 
methodology other than Competitive Bid listed in Section 6 must be 
completed based on defined rules listed in this section 

b) Process 
i. End user DR Programs Planner and Programs Representative identifies 

needs for the acquisition 
ii. End user identifies the requirements of the needs for the acquisition 

1. Detailed specifications for products, or 
2. Required services. 

iii. An internal ODOC requisition is prepared by the end user citing: 
1. The specific need and the requirements for the acquisition 
2. All registered suppliers for the category and other sources 
3. The funding source and availability 



2019 CDBG-DR Policies and Procedures Manual 153 
 

4. The projected budget 
5. Applicable terms and condition 

iv. All documentation is attached to the requisition. 
v. The requisition is routed through the appropriate division and agency 

approval levels. The approval routing for each division is not defined in 
these purchasing procedures but is maintained in Financial Services.  

vi. Submission to ODOC Procurement where: 
1. Specifications are reviewed for completeness. Certified 

Purchasing Officer will clarify any requirements or required 
terms with the end user. 

2. Specifications are then formatted in the standardized OMES 
Central Purchasing Solicitation format. 

3. Suggested evaluation matrix (if required) will be completed by 
ODOC Procurement and sent to the end user for review and 
modified if required. 

4. A PeopleSoft (EPRO) requisition will be completed in the 
required OMES format and attached to the specifications and 
completed evaluation matrix. 

vii. ODOC Procurement will then process the solicitation internally. 
viii. All communications concerning the solicitation will be routed through 

ODOC Procurement during the solicitation process. 
ix. Once responses are received, copies will be sent to the end user for the 

evaluation process after completion and return to ODOC Procurement 
of the Conflict of Interest and non-disclosure Statement for Evaluation 
Team form. ODOC Procurement will coordinate the evaluation process 
ensuring that all required documentation is completed. 

x. The award recommendation will be sent to ODOC Procurement for 
their review and approval. 

xi. Upon final approval, a purchase order will be completed. 
c) Required Documentation: 

i. Pre-solicitation requirements: 
1. Internal ODOC Requisition 
2. Solicitation requirements 
3. Evaluation Matrix. 
4. Reference Questionnaire 
5. All registered Suppliers for the category and other sources 
6. If a service acquisition, either a Supplier Contract 

Certification form is completed, or service acquisition statement 
is included within PeopleSoft 

7. Applicable documentation if a special  classification as  identified  
in Appendix 

ii. Evaluation Document requirements for solicitations: 
1. Completed evaluation matrix documentation 
2. Completed reference questionnaires. 
3. OMES Conflict of Interest and Nondisclosure Statement for 

Evaluation Team 
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74 O.S. § 85.45j. Sole Source or Sole Brand Acquisition 
Pursuant to the provisions of this section, an acquisition may be exempt from 
competitive bidding procedures as a sole source or sole brand acquisition. 

A court order requiring the purchase of specific products or services, but which does 
not specify a brand or supplier shall not substitute for the certification required by 
this subsection or otherwise invalidate the acquisition procedures required 
pursuant to The Oklahoma Central Purchasing Act. 

Any chief administrative officer of a state agency affirming the certification 
required by this subsection who knows the information to be false shall be deemed 
guilty of perjury and upon conviction shall be punished by fine or by imprisonment 
or both fine and imprisonment pursuant to law. Upon conviction or upon entering a 
plea of nolo contendere pursuant to this paragraph, the chief administrative officer 
shall immediately forfeit his or her position and shall be ineligible for appointment 
to or employment in the state service for a period of five (5) years after entering a 
plea of nolo contendere or being convicted. 

Upon a determination by the Director of the Office of Management and Enterprise 
Services that there are reasonable grounds to believe that a violation of this 
subsection has occurred, the Director shall send findings to the Attorney General 
that support the determination. The Attorney General shall review the findings and 
determine whether to investigate or prosecute the person. 

If the acquisition’s purchase price is such that the state agency is required to 
submit a requisition to the State Purchasing Director, the State Purchasing Director 
shall approve or deny the requisition for a sole source or sole brand acquisition. 
Prior to approving a requisition pursuant to this paragraph, the State Purchasing 
Director shall document reasons a sole source or sole brand purchase is necessary 
and shall retain a written record for three (3) fiscal years following the end of the 
fiscal year during which the sole source or sole brand acquisition was made. 

For sole source or sole brand acquisitions exceeding Five Thousand Dollars 
($5,000.00) and not requiring submission of a requisition to the State Purchasing 
Director, the state agency’s certified procurement officer shall document reasons a 
sole source or sole brand acquisition is necessary and shall retain a written record 
for three (3) fiscal years following the end of the fiscal year during which the sole 
source or sole brand acquisition was made. 

The chief administrative officer of each state agency shall submit to the State 
Purchasing Director a monthly listing of all sole source and sole brand acquisitions 
exceeding Five Thousand Dollars ($5,000.00) executed by the state agency in the 
preceding month. The report shall indicate whether requisitions for sole source and 
sole brand acquisitions were disapproved or modified by the State Purchasing 
Director and information the State Purchasing Director requires. 

The State Purchasing Director shall electronically provide to the Office of 
Management and Enterprise Services the information received pursuant to 
paragraph 8 of this subsection in machine-readable format and in the form the 
Office of Management and Enterprise Services requires. 
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By the fifteenth day of each month, or the first working day thereafter, the Office of 
Management and Enterprise Services shall provide a report from the information 
received pursuant to this section to: 

• The Speaker of the House of Representatives and the President Pro 
Tempore of the Senate;  

• The Majority and Minority Leaders of both the House of Representatives 
and the Senate; 

• The Chair and Vice-chair of the Appropriations and Budget Committee of 
the House of Representatives and the Appropriations Committee of the 
Senate; and 

• Any member of the Legislature requesting the report. 

The report shall detail all sole source and sole brand acquisitions by state agencies 
for the month prior to the month preceding the submission of the report. The report 
shall be titled “Monthly Sole Source and Sole Brand Contracting Report of 
Oklahoma State Agencies” and indicate the time period of the report. The report 
shall be provided in physical form unless the requesting person specifies the 
electronic version. The report shall be signed by the Director of the Office of 
Management and Enterprise Services or the Director’s designee. The report shall be 
in columnar database format and shall include at least the following fields of 
information: state agency number; state agency name; date created by the Office 
of Management and Enterprise Services for the requisition; date of either approval 
or disapproval of the requisition; if disapproved, the reason why such contract was 
disapproved; estimated amount of the requisition; purchase order amount; 
purchase order number; actual business name of supplier; supplier federal 
employer identification number; contact person; and the commodity classification 
listing at the appropriate level to distinguish between similar acquisitions. 
Information required by this subsection shall be reported and maintained on each 
report through the next reporting period after an acquisition is made. The 
applicable data in the fields of information specified in this subsection shall be 
listed even if the state agency requisition is disapproved. 

The Office of Management and Enterprise Services shall maintain electronic historic 
data, or any other data received pursuant to this section for at least two (2) years. 

By August 15 of each year, from the data received pursuant to this section, the 
Office of Management and Enterprise Services shall complete and submit a report 
detailing the number of sole source or sole brand contracts issued by each state 
agency and a list of the business names of the suppliers who received sole source or 
sole brand awards during the previous fiscal year and if more than one such award, 
the number of awards so executed. 

ODOC Internal Policy 
Sole source acquisitions 

a) Definition:  An acquisition may be exempt from competitive bidding 
procedures as a sole source or sole brand acquisition. (Title 74 O.S. § 85.45j) 

b) Process: 
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i. End user DR Programs Planner and Programs Representative identifies 
a need that is only available through a sole source or sole brand 
acquisition. 

ii. An internal ODOC requisition is prepared by the end user citing: 
1. The specific need and the requirements for the acquisition 
2. The sole source supplier or possible suppliers if the acquisition is determined 

through research to be limited to a specific brand 
3. The funding source and availability 
4. The projected budget. 
5. Applicable terms and conditions 

iii. All documentation is attached to the requisition. Sole source terms are 
to be added. A Sole Source Certification ready for authorized signature 
and completion should be attached 

iv. The requisition routed through the appropriate division and agency 
approval levels. 

1. Must go through the Secretary of Commerce or their designee for the Sole Source 
Certification signature 

2. The approval routing for each division is not defined in these purchasing 
procedures but is maintained in Financial Services. 

v. Submission to ODOC Procurement where: 
1. The requisition is reviewed for completeness and applicability 
2. It is entered into purchasing software system 
3. If the acquisition is under $50,000: 

a. Signature of the ODOC Procurement Director is required 
b. Disbursement of the purchase order to the supplier and 

end user. 
4. If the acquisition is over $50,000: 

a. A PeopleSoft requisition is completed, and all 
documentation sent to OMES Central Purchasing for 
purchase order processing. 

b. Upon  completion  of  the  purchase  order,  OMES  Central 
Purchasing   will  send  a  copy  to  ODOC  Procurement   
and  the supplier. 

c. ODOC Procurement will send a copy of the purchase 
order to the end user. 

c) Required Forms: 
i. Requisition for the acquisition. 

ii. Sole Source Certification and Terms 
iii. Required contract specific documentation 
iv. Documentation for special purchases as outlined in Appendix B 
v. Purchase order 

 

§ 200.321 - Contracting with small and minority businesses, women's business 
enterprises, and labor surplus area firms. 
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74 O.S. § 85.4a - Oklahoma Minority Business Enterprise Assistance Act 
It is recognized by this state that the preservation and expansion of the American 
economic system of private enterprise is through free competition, but it is also 
recognized that the security and well-being brought about by such competition 
cannot be realized unless the actual and potential capacity of minority business 
enterprises is encouraged and developed. Therefore, it is the intent of the 
Legislature that the state ensure that minority business enterprises are not 
underrepresented in the area of procurement of state contracts for construction, 
services, equipment and goods. It is further the intent that this state provide for the 
aggressive solicitation of minority business enterprises, provide a feasibility study on 
a Small Business Surety Bond Guaranty Program, provide other programs targeted 
for assisting minority business enterprises in qualifying for state bids, and establish 
a percentage preference bid program for minority business enterprises who desire 
to participate in such program. 

 

ODOC Internal Policy 
ODOC DR Staff DR Programs Planner and Programs Representative will request that 
all solicitations for procurement of goods and services include all certified women-
owned and minority businesses within the state of Oklahoma. DR Staff will request 
that OMES Central Purchasing include such lists from ODOC’s own certified lists. If 
such lists cannot be obtained by OMES, DR Staff will contact ODOC’s Business 
Department to obtain such lists and request OMES add them to the vendor lists. 
Information on ODOC’s certification of women and minority owned businesses can 
be found here: 

https://www.okcommerce.gov/doing-business/business-services/women-owned-
business-certifications/ 

https://www.okcommerce.gov/wp-content/uploads/Minority-Business-Certification-
Programs.pdf 

 

§200.322 Domestic Preferences for Procurement 

74 O.S. § 85.17A:  Bidding Preferences 
1. 1.State agencies shall not discriminate against bidders from states or nations 

outside Oklahoma, except as provided by this section. State agencies shall 
reciprocate the bidding preference given by other states or nations to bidders 
domiciled in their jurisdictions for acquisitions pursuant to the Oklahoma 
Central Purchasing Act. The State Purchasing Director shall annually prepare 
and distribute to certified procurement officers a schedule providing which 
states give bidders in their states a preference and the extent of the 
preference. This schedule shall be used by state agencies in evaluating bids.  

2. 2.For purposes of awarding contracts state agencies shall:  
1. Give preference to goods and services that have been manufactured or 

produced in this state if the price, fitness, availability and quality are 
otherwise equal;  



2019 CDBG-DR Policies and Procedures Manual 158 
 

2. Give preference to goods and services from another state over foreign 
goods or services if goods or services manufactured or produced in this 
state are not equal in price, fitness, availability, or quality; and  

3. Add a percent increase to the bid of a nonresident bidder equal to the 
percent, if any, of the preference given to the bidder in the state in 
which the bidder resides. 

ODOC Internal Policy 
While the standard procedure for the State of Oklahoma is to preference in-state 
bidders and disabled veteran businesses, as well as reciprocate the bidding 
preference given by other states or nations to bidders domiciled in their jurisdictions 
and add a percent increase to the bid of a nonresident bidder equal to the percent, if 
any, of the preference given to the bidder in the state in which the bidder resides, as 
cited in 74 O.S. § 85.17A and 74 OS § 85.44E, none of these rules shall be followed by 
the State when using CDBG-DR funds. While these rules are common for other 
projects and programs, they cannot be followed for CDBG-DR to ensure full and 
open competition. The CDBG-DR Staff DR Programs Planner and Programs 
Representative will follow the scoring matrix created by the OMES Central 
Purchasing Officer to adhere to all Federal guidelines and such matrices will exclude 
all such State regulations that do not allow for full and open competition. CPO’s will 
create the scoring matrices in order to give adequate preference to goods or 
services produced within the United States but will not give preference to Oklahoma 
bidders, disabled veteran businesses, or reciprocate any bidding preference by 
another state for bidders domiciled in their jurisdictions, nor add a percent increase 
to any nonresident bidder. 74 O.S. § 85.14 allows for Federal rules and regulations to 
govern when federal funds are granted. 

 

§200.323 Procurement of recovered materials. 

OAC 260:85-1-4 - Recycled Products Procurement 
Purchase of recycled products. Each state public entity shall procure products 
which are manufactured with recycled materials, and products which are 
recyclable and/or durable, to meet or exceed the legislative intent, requirements, 
and goals of the Act. 

Reporting of purchases of recycled products. Each state public entity shall submit a 
report to the Director by December 31 of each year. This report shall describe the 
results of its procurement of recycled paper products and other products 
manufactured with recycled materials over the past fiscal year. The report shall be 
in a format determined by the Office. 

Assistance in procurement objectives. The Office shall provide assistance to state 
public entities in the achievement of procurement objectives in their recycling 
programs. 

Procurement specifications for recycled materials. Each state public entity shall use 
procurement specifications to require, to the greatest extent practicable, that a 
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product and its packaging or container contain recycled materials and that the 
product, and its packaging or container be recyclable. 

Product and packaging specifications shall require the use of post-consumer 
materials to the greatest extent practicable without jeopardizing the intended end 
use of the product. 

In writing specifications and selecting products for procurement, life cycle costs 
shall be part of the evaluation criteria when the costs of waste disposal or the 
durability and reusability of a product may be significant. 

A state public entity may determine that, for technical reasons, and for a particular 
end use, a product containing recycled materials will not meet reasonable 
performance standards and may therefore declare the purchase of a product 
manufactured with recycled materials to be unpracticable. Such a determination 
shall be documented and based solely upon technical performance information 
related to a specific item, and not to a grade or type of product. This documentation 
may be requested for review by the Office. 

Each state public entity shall reduce the generation of solid waste at its source, 
whenever practicable, by minimizing the purchase of single-use, disposable 
products and requiring the purchase of durable products which can be reused. 

Each state public entity shall, whenever practicable, purchase only office paper, 
photocopier paper, printer paper, and printed paper products which are not coated 
with plastic, clay, or other material used to create a glossy finish. 

Each state public entity shall take reasonable steps to minimize the procurement of 
colored paper products. If color is necessary for a particular use, full consideration 
shall be given to the use of white paper printed with colored, soy- based ink. 

Declaration of vendors of percentage of recycled materials in products. State public 
entities shall require vendors to declare the minimum, if not exact, percentage of 
recycled materials content in the products offered, including both the post-
consumer and total recycled materials content, regardless of whether the product 
meets the percentage of recycled materials specified for that product. 

Certification by vendor of recycled content claim. The vendor of any product for 
which a recycled content claim is made must both possess and rely upon a 
reasonable basis for the claim and must be able, upon request by the Office, to 
certify and demonstrate this claim. Any fraud or deception in the representation of 
recycled materials content may result in cancellation of the contract and the 
removal or suspension of the vendor from the bidders list pursuant to OAC 260:115-3-
21. 

Preferences for recycled materials. If several products manufactured with recycled 
materials are being considered for purchase, and if all cost and quality 
considerations are comparable, preference shall be given to the product with the 
highest content of post- consumer material. If this measure fails to identify the 
more preferable product, the award shall go to the product with the highest 
content of total recycled materials. 
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Preferences by public entities. Each state public entity responsible for the 
maintenance of public lands in this state shall, to the greatest extent practicable 
and consistent with sound environmental practices, give preference to the use of 
compost materials in land maintenance activities which are to be paid for by public 
funds. 

Price preference on bids. When accepting bids for purchases of supplies, equipment 
and materials, the Central Purchasing Division of the Office of Management and 
Enterprise Services and each state public entity shall extend price preferences to 
products manufactured with recycled materials whenever the Director determines 
that such products are unable to be price competitive with products of comparable 
grade and quality manufactured from virgin materials. 

Those products manufactured with at least the minimum content level of recycled 
materials as established by the Federal Environmental Protection Agency (EPA) 
shall receive a price preference not to exceed a five percent differential. 

A copy of the EPA specified content requirements and a list of products meeting the 
requirements will be maintained as a public record by the Office. 

A product which contains recycled materials but falls short of the EPA minimum 
requirements may receive a price preference if no other product is bid or offered 
which meets the EPA requirements. 

Price preferences allowed pursuant to this section shall not be combined with other 
price preferences or differentials. In response to product market conditions, the 
Director may temporarily increase, reduce, or eliminate any recycled product price 
preference. 

Exemptions. No state public entity may be exempted from complying with the 
legislative intent, requirements, and goals of the Act; however, the Director may 
grant temporary exemptions from compliance with the rules in 260:85-1-4 due to 
lack of market availability or economic feasibility. All requests for exemption must 
be made in writing and must be accompanied by documentation supporting the 
need for such an exemption. Any exemption granted shall be in effect for no longer 
than one year. 

ODOC Internal Policy 
CDBG-DR Staff Programs Planner and Programs Representative will do its due 
diligence in procuring recycled materials. DR Staff will request that ODOC’s CPO 
includes vendors that sell recycled materials on all vendor lists.  

 

§200.324 Contract cost and price – performance of a cost or price analysis. 

OAC 260:115-7-23 - State agency acquisitions processed by the Central 
Purchasing Division 

A state agency submitting requisitions to the Central Purchasing Division pursuant 
to 260:115-5-11 shall comply with this section. For the purposes of this section, "State 
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Purchasing Director" does not include personnel of state agencies to whom the 
State Purchasing Director has delegated authority. 

Forms. State agencies shall use forms for requisitions provided or approved by the 
State Purchasing Director. Services requisition requirements. If the state agency 
requisitions professional or nonprofessional services, the state 

agency shall submit a requisition or contract, which includes applicable statutory 
language required by the Oklahoma Central Purchasing Act, signed by the chief 
administrative officer of the agency or the chief administrative officer of the 
requisitioning unit certifying compliance with the Act. [Reference 74 O.S. § 85.4] 

Evaluation Criteria. An agency shall include written criteria necessary to evaluate a 
supplier’s response to a solicitation such as technical scope, cost, experience, 
references etc. 

Additional requisition information. The State Purchasing Director may require a 
state agency to submit additional information with a requisition. 

Requisition acceptance or rejection. The State Purchasing Director shall accept or 
reject a state agency’s requisition. The State Purchasing Director shall notify the 
state agency if the State Purchasing Director rejects a requisition. 

Competitive bid evaluation. The State Purchasing Director shall evaluate bids and 
may request assistance of the state agency. 

Competitive bid award. The State Purchasing Director shall award a contract, as 
the solicitation specifies, to the responsible bidder that provides the lowest and 
best, or best value bid. 

State agency notification. The State Purchasing Director shall notify the state 
agency of the successful bidder by purchase order following the award of contract. 

ODOC Internal Policy 
ODOC DR Staff Programs Planner and Programs Representative have established a 
baseline for cost reasonableness. DR Staff will utilize the following criteria to 
determine whether a cost is reasonable: 

Identifying Cost Reasonableness: 

• Check the accuracy of the prices submitted; 
• Evaluate the necessity of the proposed cost items; 
• Evaluate the separate elements of cost; 
• Review proposal for potential cost overruns, taking into consideration the 

vendor’s 
• past performance; 
• Compare proposed prices to Subrecipient’s independent cost estimate; 

and 
• Compare proposed prices to previous cost estimates or actual costs 

incurred for similar work 

DR Staff will evaluate cost reasonableness and request such evaluation criteria is 
included in the bid evaluations.  
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§200.324 Contract cost and price – negotiation of profit and cost plus a percentage of 
cost must not be used. 

OAC 260:115-7-34 - Contract negotiation 
Negotiation. The State Purchasing Director may negotiate contracts by following 
the rules for negotiation in this section. Negotiations may be conducted with one or 
more suppliers. A state agency may conduct negotiations for acquisitions within 
the state agency’s approved dollar threshold and shall follow the rules for 
negotiation in this section. 

Negotiation team. A state agency may request assistance from the State 
Purchasing Director when conducting negotiations, which may include a request 
for the designation of a negotiator or negotiation team. 

The State Purchasing Director or designee shall serve as the lead negotiator for a 
team when negotiations are being conducted for solicitations issued by Central 
Purchasing. 

Negotiation process. The lead negotiator shall notify suppliers of the date and time 
for negotiations. The lead negotiator shall request the supplier provide a list of the 
individuals who will attend the negotiation and who have full authority to bind the 
supplier in the negotiation process. The lead negotiator shall determine the location 
and manner of negotiation. 

The negotiation team shall develop an agenda with the lead negotiator and 
submit the agenda to all participants of the negotiation process. The agenda shall 
set forth the key areas in the solicitation, which require negotiation. The lead 
negotiator may require suppliers to submit a best and final offer. 

The lead negotiator shall prepare a summary that shall document the following: 

• An overview setting forth the solicitation number,  
• names and titles of participants,  
• description of the solicitation,  
• date and location of the negotiation, and purpose of the negotiation; and 
• a summary of the results of the negotiation, specifically stating what is 

the basis of the final agreement.  

A summary created under these rules shall become a part of the contract file 
retained. 

 

ODOC Internal Policy 
In the even that a negotiation is necessary, DR Staff Programs Planner and 
Programs Representative will request their Community Development Division 
Director request a contract negotiation by the State Purchasing Director. The 
Purchasing Director will choose the individuals that will sit on the negotiation team 
with the Director as the negotiation lead. The lead negotiator will summarize the 
negotiation and all other necessary information after the completion of the 
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negotiation. The Certified Purchasing Officer will keep all negotiation files on ODOC’s 
electronic drive.  

§200.326 Bonding requirements. 
61 O.S. § 1 

A. Prior to an award of a contract exceeding Fifty Thousand Dollars ($50,000.00) for 
construction or repair of a public or private building, structure, or improvement on 
public real property, the person that receives the award shall: 

1. Furnish a bond with good and sufficient sureties payable to the state in a sum not 
less than the total sum of the contract; or 

2. Cause an irrevocable letter of credit, containing terms the Office of Management 
and Enterprise Services prescribes, to be issued for the benefit of the state by a 
financial institution insured by the Federal Deposit Insurance Corporation in a sum 
not less than the total sum of the contract. 

B. The bond or irrevocable letter of credit shall ensure the proper and prompt 
completion of the work in accordance with the contract and shall ensure that the 
contractor shall pay all indebtedness the contractor incurs for the contractor’s 
subcontractors and all suppliers of labor, material, rental of machinery or 
equipment, and repair of and parts for equipment the contract requires the 
contractor to furnish. 

C. For a contract not exceeding Fifty Thousand Dollars ($50,000.00), in lieu of a bond 
or irrevocable letter of credit, the contractor shall submit an affidavit of the 
payment of all indebtedness incurred by the contractor, the contractor’s 
subcontractors, and all suppliers of labor, material, rented machinery or equipment, 
and repair of and parts for equipment used or consumed in the performance of the 
contract. The execution of the affidavit with knowledge that any of the contents of 
the affidavit are false, upon conviction, shall constitute perjury, punishable as 
provided for by law. 

ODOC Internal Policy 
ODOC’s Certified Purchasing Officer will ensure that all bonding requirements are 
met and all electronic files on such bonds are preserved.  

 

§200.327 Contract provisions. 
The non-Federal entity's contracts must contain the applicable provisions described 
in Appendix II to Part 200—Contract Provisions for non-Federal Entity Contracts 
Under Federal Awards. 

Appendix II to Part 200—Contract Provisions for Non-Federal Entity Contracts Under 
Federal Awards 

In addition to other provisions required by the Federal agency or non-Federal entity, 
all contracts made by the non-Federal entity under the Federal award must contain 
provisions covering the following, as applicable. 
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(A) Contracts for more than the simplified acquisition threshold currently set at 
$250,000, which is the inflation adjusted amount determined by the Civilian Agency 
Acquisition Council and the Defense Acquisition Regulations Council (Councils) as 
authorized by 41 U.S.C. 1908, must address administrative, contractual, or legal 
remedies in instances where contractors violate or breach contract terms, and 
provide for such sanctions and penalties as appropriate. 

OAC 260:115-9-9 - Contract termination 
Reasons for contract termination. The State Purchasing Director may terminate a 
contract in its entirety or any portion thereof, between a supplier and a state agency 
if: 

• A supplier fails to post, or allows to expire, a bid bond, performance bond, 
or other type of surety bond the solicitation specifies; 

• A supplier fails to deliver an acquisition pursuant to the contract; 
• A supplier fails timely to replace at the supplier’s expense, acquisitions that 

fail to meet the requirements of the contract or have latent defects; 
• A supplier misrepresents the supplier’s ability to provide an acquisition; 
• A supplier’s financial or other condition, including but not limited to, 

bankruptcy or other evidence of insolvency which may affect the supplier’s 
ability to perform; 

• A supplier commits an unlawful act or an act that impairs the supplier’s 
ability to perform; 

• A supplier commits an act that could result in the supplier’s suspension or 
debarment from the Supplier List; 

• The State Purchasing Director determines that an administrative error 
occurred prior to contract performance; or 

• If sufficient appropriations are not made by the Legislature or other 
appropriate governing entity to pay amounts due for multiple year 
agreements. 

Supplier responsible for damages. If the State Purchasing Director terminates a 
contract between a supplier and a state agency, the Attorney General of the State of 
Oklahoma, the State Purchasing Director, or the requisitioning agency, may seek 
damages from the supplier. Damages may include additional cost to obtain the 
acquisition from another supplier, the cost of re-bidding the acquisition and the cost 
of acquisition receipt delay. 

(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 
60, all contracts that meet the definition of “federally assisted construction contract” 
in 41 CFR Part 60-1.3 must include the equal opportunity clause provided under 41 
CFR 60-1.4(b), in accordance with Executive Order 11246, “Equal Employment 
Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-1965 Comp., p. 339), as amended by 
Executive Order 11375, “Amending Executive Order 11246 Relating to Equal 
Employment Opportunity,” and implementing regulations at 41 CFR part 60, “Office 
of Federal Contract Compliance Programs, Equal Employment Opportunity, 
Department of Labor.” 
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(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal 
program legislation, all prime construction contracts in excess of $2,000 awarded by 
non-Federal entities must include a provision for compliance with the Davis-Bacon 
Act (40 U.S.C. 3141-3144, and 3146-3148) as supplemented by Department of Labor 
regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts 
Covering Federally Financed and Assisted Construction”). In accordance with the 
statute, contractors must be required to pay wages to laborers and mechanics at a 
rate not less than the prevailing wages specified in a wage determination made by 
the Secretary of Labor. In addition, contractors must be required to pay wages not 
less than once a week. The non-Federal entity must place a copy of the current 
prevailing wage determination issued by the Department of Labor in each 
solicitation. The decision to award a contract or subcontract must be conditioned 
upon the acceptance of the wage determination. The non-Federal entity must 
report all suspected or reported violations to the Federal awarding agency. The 
contracts must also include a provision for compliance with the Copeland “Anti-
Kickback” Act (40 U.S.C. 3145), as supplemented by Department of Labor regulations 
(29 CFR Part 3, “Contractors and Subcontractors on Public Building or Public Work 
Financed in Whole or in Part by Loans or Grants from the United States”). The Act 
provides that each contractor or subrecipient must be prohibited from inducing, by 
any means, any person employed in the construction, completion, or repair of public 
work, to give up any part of the compensation to which he or she is otherwise 
entitled. The non-Federal entity must report all suspected or reported violations to 
the Federal awarding agency. 

(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where 
applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that 
involve the employment of mechanics or laborers must include a provision for 
compliance with 40 U.S.C. 3702 and 3704, as supplemented by Department of Labor 
regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the Act, each contractor must be 
required to compute the wages of every mechanic and laborer on the basis of a 
standard work week of 40 hours. Work in excess of the standard work week is 
permissible provided that the worker is compensated at a rate of not less than one 
and a half times the basic rate of pay for all hours worked in excess of 40 hours in the 
work week. The requirements of 40 U.S.C. 3704 are applicable to construction work 
and provide that no laborer or mechanic must be required to work in surroundings 
or under working conditions which are unsanitary, hazardous or dangerous. These 
requirements do not apply to the purchases of supplies or materials or articles 
ordinarily available on the open market, or contracts for transportation or 
transmission of intelligence. 

(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award 
meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the 
recipient or subrecipient wishes to enter into a contract with a small business firm or 
nonprofit organization regarding the substitution of parties, assignment or 
performance of experimental, developmental, or research work under that “funding 
agreement,” the recipient or subrecipient must comply with the requirements of 37 
CFR Part 401, “Rights to Inventions Made by Nonprofit Organizations and Small 
Business Firms Under Government Grants, Contracts and Cooperative Agreements,” 
and any implementing regulations issued by the awarding agency. 
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(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act 
(33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of 
$150,000 must contain a provision that requires the non-Federal award to agree to 
comply with all applicable standards, orders or regulations issued pursuant to the 
Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act as 
amended (33 U.S.C. 1251-1387). Violations must be reported to the Federal awarding 
agency and the Regional Office of the Environmental Protection Agency (EPA). 

(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract 
award (see 2 CFR 180.220) must not be made to parties listed on the 
governmentwide exclusions in the System for Award Management (SAM), in 
accordance with the OMB guidelines at 2 CFR 180 that implement Executive Orders 
12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 235), 
“Debarment and Suspension.” SAM Exclusions contains the names of parties 
debarred, suspended, or otherwise excluded by agencies, as well as parties declared 
ineligible under statutory or regulatory authority other than Executive Order 12549. 

(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for 
an award exceeding $100,000 must file the required certification. Each tier certifies 
to the tier above that it will not and has not used Federal appropriated funds to pay 
any person or organization for influencing or attempting to influence an officer or 
employee of any agency, a member of Congress, officer or employee of Congress, or 
an employee of a member of Congress in connection with obtaining any Federal 
contract, grant or any other award covered by 31 U.S.C. 1352. Each tier must also 
disclose any lobbying with non-Federal funds that takes place in connection with 
obtaining any Federal award. Such disclosures are forwarded from tier to tier up to 
the non-Federal award. 

(J) See §200.323 Procurement of recovered materials. 

2 CFR 570.503: 

ODOC is required to follow the below policies before disbursing funds to 
subrecipients. These requirements are further outlined in ODOC’s CDBG-DR 
contracts with subrecipients Part I & II. All requirements that are not outlined in 
Parts I & II will be detailed in Contract Part III. This contract part details specific terms 
and requirements that are specific to the subrecipient such as their schedule for 
completing work: 

(a) Before disbursing any CDBG funds to a subrecipient, the recipient shall sign a 
written agreement with the subrecipient. The agreement shall remain in effect 
during any period that the subrecipient has control over CDBG funds, including 
program income. 

(b) At a minimum, the written agreement with the subrecipient shall include 
provisions concerning the following items: 

(1) Statement of work. The agreement shall include a description of the work to be 
performed, a schedule for completing the work, and a budget. These items shall be 
in sufficient detail to provide a sound basis for the recipient effectively to monitor 
performance under the agreement. 
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(2) Records and reports. The recipient shall specify in the agreement the particular 
records the subrecipient must maintain and the particular reports the subrecipient 
must submit in order to assist the recipient in meeting its recordkeeping and 
reporting requirements. 

(3) Program income. The agreement shall include the program income 
requirements set forth in § 570.504(c). The agreement shall also specify that, at the 
end of the program year, the grantee may require remittance of all or part of any 
program income balances (including investments thereof) held by the subrecipient 
(except those needed for immediate cash needs, cash balances of a revolving loan 
fund, cash balances from a lump sum drawdown, or cash or investments held for 
section 108 security needs). 

(4) Uniform requirements. The agreement shall require the subrecipient to comply 
with applicable uniform requirements, as described in § 570.502. 

(5) Other program requirements. The agreement shall require the subrecipient to 
carry out each activity in compliance with all Federal laws and regulations described 
in subpart K of these regulations, except that: 

i. The subrecipient does not assume the recipient's environmental 
responsibilities described at § 570.604; and 

ii. The subrecipient does not assume the recipient's responsibility for 
initiating the review process under the provisions of 24 CFR part 52. 

(6) Suspension and termination. The agreement shall set forth remedies for 
noncompliance and provisions on termination in accordance with 2 CFR part 200, 
subpart D. 

(7) Reversion of assets. The agreement shall specify that upon its expiration the 
subrecipient shall transfer to the recipient any CDBG funds on hand at the time of 
expiration and any accounts receivable attributable to the use of CDBG funds. It shall 
also include provisions designed to ensure that any real property under the 
subrecipient's control that was acquired or improved in whole or in part with CDBG 
funds (including CDBG funds provided to the subrecipient in the form of a loan) in 
excess of $25,000 is either: 

i. Used to meet one of the national objectives in § 570.208 (formerly § 
570.901) until five years after expiration of the agreement, or for such 
longer period of time as determined to be appropriate by the recipient; 
or 

ii. Not used in accordance with paragraph (b)(7)(i) of this section, in which 
event the subrecipient shall pay to the recipient an amount equal to 
the current market value of the property less any portion of the value 
attributable to expenditures of non-CDBG funds for the acquisition of, 
or improvement to, the       property. The payment is program income 
to the recipient. (No payment is required after the period of time 
specified in paragraph (b)(7)(i) of this section.) 
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ODOC Internal Policy 
ODOC DR Staff Programs Planner and Programs Representative will include all 
contract provisions in all contracts. DR Staff and the Community Development 
Director will assume oversight of all contracts to ensure they include such provisions.   

Subrecipients 
Subrecipients are State Agencies, Counties, Cities, eligible non-profit organizations, 
and Councils of Government (COG). Counties are required to follow the procedures 
as defined in O. S. 19, et.al. County purchasing practices in Oklahoma are regulated 
by Sections 1500 through 1505 in Title 19, Chapter 33, “County Purchasing 
Procedures” of the Oklahoma Statutes, commonly referred to as the County 
Purchasing Act. These practices are also regulated by the “Public Competitive 
Bidding Act” (PCBA) in Title 61, Sections 101 through 138 in the Oklahoma Statutes. 
Cities and Towns are required to adopt and follow their own procurement 
procedures as established by local ordinance for the purchase of all goods and 
services. 

All subrecipients will be required to follow 2 CFR 200.318-326 in their procurement of 
goods and services with CDBG-DR funds. Subrecipients will also follow their own 
procurement policies and procedures and in the case of a conflict between the two 
policies, subrecipients will follow whichever is more restrictive. All subrecipients 
must submit a copy of their procurement of policies and procedures at the time of 
application. ODOC/CD staff will ensure that all policies and procedures adhere to 2 
CFR 200.318-326. Procurement policies and procedures will be checked against an 
application checklist based on the Monitoring Checklist when subrecipients apply 
for CDBG-DR funds. CDBG-DR Staff Programs Planner and Programs Representative 
will assume all oversight of process. This checklist will include all procurement 
policies that the subrecipient is required to follow for 2 CFR 200.318-326 and State 
regulations, if applicable. Examples include vendor lists, small purchase quotes, 
types of contracts used, meeting minutes during bid openings, justification for the 
acceptance and denial of bids, minority and women owned business solicitations, 
and recycled material solicitations. If any policies do not meet State or Federal 
guidelines, subrecipients will be required to revise policies and procedures before 
receiving any CDBG-DR funds.  

Subrecipients will also be required to submit documentation of the goods and 
services they procure. ODOC/CD will continue to check such documentation that 
subrecipients are following 2 CFR 200.318-326, as well as the policies and procedures 
they submitted at the time of application. ODOC/CD, being required to upload 
monthly updates of all procured goods and services for its subrecipients to the 
CDBG-DR website, will be continuously checking for accurate procurement 
procedures for all subrecipients to ensure that subrecipients adhere to 2 CFR Part 
200 and their own policies throughout the contract period.  

The following sections will outline the 2 CFR 200.318-326 requirements and how City, 
Counties, and tribal governments will meet the federal procurement standards as 
well as how ODOC will monitor compliance with the requirement.  In Oklahoma, city 
and county governments must follow the Competitive Bidding Act of 1974.  It is a 
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broad procurement guide that defines a public agency very broadly as "Public 
agency" means the State of Oklahoma, and any county, city, town, school district or 
other political subdivision of the state, any public trust, any public entity specifically 
created by the statutes of the State of Oklahoma or as a result of statutory 
authorization therefor, and any department, agency, board, bureau, commission, 
committee or authority of any of the foregoing public entities.    

When procurement procedures are more lenient or are not regulated by state or 
local laws, the 2 CFR 200.318-326 requirements will be followed. State code allows for:   

§ 136. Conflicts with Federal Rules and Regulations - Laws Governing In the event 
any provision of this act conflicts with or is inconsistent in any manner with the rules 
and regulations of any agency of the United States Government, which is providing 
all or any portion of the funds used to finance any public construction contract, the 
rules and regulations of said agency of the United States Government shall 
supersede and take precedence over such portion or portions of this act in conflict or 
inconsistent therewith, it being the intent of the Legislature to secure all of the 
benefits available to the people of the State of Oklahoma from federally assisted 
programs. 

 

2 CFR §200.318-326 
§200.318 GENERAL PROCUREMENT STANDARDS. 

(a) The Non-Federal entity must use its own documented procurement 
procedures which reflect applicable State, local, and tribal laws and 
regulations, provided that the procurements conform to applicable Federal 
law and the standards identified in this part. 

(b) Non-Federal entities must maintain oversight to ensure that contractors 
perform in accordance with the terms, conditions, and specifications of their 
contracts or purchase orders. 

(c) (1) The Non-Federal entity must maintain written standards of conduct 
covering conflicts of interest and governing the actions of its employees 
engaged in the selection, award and administration of contracts. No 
employee, officer, or agent may participate in the selection, award, or 
administration of a contract supported by a Federal award if he or she has a 
real or apparent conflict of interest. Such a conflict of interest would arise 
when the employee, officer, or agent, any member of his or her immediate 
family, his or her partner, or an organization which employs or is about to 
employ any of the parties indicated herein, has a financial or other interest in 
or a tangible personal benefit from a firm considered for a contract. The 
officers, employees, and agents of the non-Federal entity may neither solicit 
nor accept gratuities, favors, or anything of monetary value from contractors 
or parties to subcontracts. However, non-Federal entities may set standards 
for situations in which the financial interest is not substantial, or the gift is an 
unsolicited item of nominal value. The standards of conduct must provide for 
disciplinary actions to be applied for violations of such standards by officers, 
employees, or agents of the non-Federal entity. 
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(2) If the non-Federal entity has a parent, affiliate, or subsidiary organization 
that is not a state, local government, or Indian tribe, the non-Federal entity 
must also maintain written standards of conduct covering organizational 
conflicts of interest. Organizational conflicts of interest mean that because of 
relationships with a parent company, affiliate, or subsidiary organization, the 
non-Federal entity is unable or appears to be unable to be impartial in 
conducting a procurement action involving a related organization. 

(d) The non-Federal entity's procedures must avoid acquisition of unnecessary 
or duplicative items. Consideration should be given to consolidating or 
breaking out procurements to obtain a more economical purchase. Where 
appropriate, an analysis will be made of lease versus purchase alternatives, 
and any other appropriate analysis to determine the most economical 
approach. 

(e) To foster greater economy and efficiency, and in accordance with efforts to 
promote cost- effective use of shared services across the Federal Government, 
the non-Federal entity is encouraged to enter into state and local 
intergovernmental agreements or inter-entity agreements where appropriate 
for procurement or use of common or shared goods and services. 

(f) The non-Federal entity is encouraged to use Federal excess and surplus 
property in lieu of purchasing new equipment and property whenever such 
use is feasible and reduces project costs. 

(g) The Non-Federal entity is encouraged to use value engineering clauses in 
contracts for construction projects of sufficient size to offer reasonable 
opportunities for cost reductions. Value engineering is a systematic and 
creative analysis of each contract item or task to ensure that its essential 
function is provided at the overall lower cost. 

(h) The non-Federal entity must award contracts only to responsible 
contractors possessing the ability to perform successfully under the terms 
and conditions of a proposed procurement. Consideration will be given to 
such matters as contractor integrity, compliance with public policy, record of 
past performance, and financial and technical resources. See also §200.213 
Suspension and debarment. 

(i) The non-Federal entity must maintain records sufficient to detail the 
history of procurement. These records will include but are not necessarily 
limited to the following: rationale for the method of procurement, selection of 
contract type, contractor selection or rejection, and the basis for the contract 
price. 

(j) (1) The Non-Federal entity may use a time and materials type contract only 
after a determination that no other contract is suitable and if the contract 
includes a ceiling price that the contractor exceeds at its own risk. Time and 
materials type contract means a contract whose cost to a non-Federal entity 
is the sum of: 

(i) The actual cost of materials; and 
(ii) Direct labor hours charged at fixed hourly rates that reflect wages, 

general and administrative expenses, and profit. 
(2) Since this formula generates an open-ended contract price, a time-and-
materials contract provides no positive profit incentive to the contractor for 
cost control or labor efficiency. Therefore, each contract must set a ceiling 
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price that the contractor exceeds at its own risk. Further, the non-Federal 
entity awarding such a contract must assert a high degree of oversight in 
order to obtain reasonable assurance that the contractor is using efficient 
methods and effective cost controls. 

(k) The non-Federal entity alone must be responsible, in accordance with good 
administrative practice and sound business judgment, for the settlement of 
all contractual and administrative issues arising out of procurements. These 
issues include, but are not limited to, source evaluation, protests, disputes, 
and claims. These standards do not relieve the non-Federal entity of any 
contractual responsibilities under its contracts. The Federal awarding agency 
will not substitute its judgment for that of the non-Federal entity unless the 
matter is primarily a Federal concern. Violations of law will be referred to the 
local, state, or Federal authority having proper jurisdiction. 

§200.319 COMPETITION. 

a) All procurement transactions must be conducted in a manner providing full 
and open competition consistent with the standards of this section. In order 
to ensure objective contractor performance and eliminate unfair competitive 
advantage, contractors that develop or draft specifications, requirements, 
statements of work, or invitations for bids or requests for proposals must be 
excluded from competing for such procurements. Some of the situations 
considered to be restrictive of competition include but are not limited to: 
1) Placing unreasonable requirements on firms in order for them to qualify to 

do business; 
2) Requiring unnecessary experience and excessive bonding; 
3) Noncompetitive pricing practices between firms or between affiliated 

companies; 
4) Noncompetitive contracts to consultants that are on retainer contracts; 
5) Organizational conflicts of interest; 
6) Specifying only a “brand name” product instead of allowing “an equal” 

product to be offered and describing the performance or other relevant 
requirements of the procurement; and 

7) Any arbitrary action in the procurement process. 
b) The non-Federal entity must conduct procurements in a manner that 

prohibits the use of statutorily or administratively imposed state, local, or tribal 
geographical preferences in the evaluation of bids or proposals, except in 
those cases where applicable Federal statutes expressly mandate or 
encourage geographic preference. Nothing in this section preempts state 
licensing laws. When contracting for architectural and engineering (A/E) 
services, geographic location may be a selection criterion provided its 
application leaves an appropriate number of qualified firms, given the nature 
and size of the project, to compete for the contract. 

c) The Non-Federal entity must have written procedures for procurement 
transactions. These procedures must ensure that all solicitations: 

1) Incorporate a clear and accurate description of the technical 
requirements for the material, product, or service to be procured. Such 
description must not, in competitive procurements, contain features 
which unduly restrict competition. The description may include a 
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statement of the qualitative nature of the material, product or service 
to be procured and, when necessary, must set forth those minimum 
essential characteristics and standards to which it must conform if it is 
to satisfy its intended use. Detailed product specifications should be 
avoided if at all possible. When it is impractical or uneconomical to 
make a clear and accurate description of the technical requirements, a 
“brand name or equivalent” description may be used as a means to 
define the performance or other salient requirements of procurement. 
The specific features of the named brand which must be met by offers 
must be clearly stated; and 

2) Identify all requirements which the offers’ must fulfill and all other 
factors to be used in evaluating bids or proposals. 

d) The Non-Federal entity must ensure that all prequalified lists of persons, firms, 
or products which are used in acquiring goods and services are current and 
include enough qualified sources to ensure maximum open and free 
competition. Also, the non-Federal entity must not preclude potential bidders 
from qualifying during the solicitation period. 

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014] 

 

State Requirements for Cities and counties: 

The Competitive Bidding Act of 1974 and the County Purchasing Procedures do not 
have specific requirements for competition as defined in 2 CFR 200.319 except pre-
qualification of bidders.   Therefore, cities and counties will comply with 2 CFR 
200.319. 

§ 118. Prequalification of Bidders A. In order to determine the responsibility of 
bidders, the awarding public agency may require prospective bidders, general 
contractors, subcontractors and material suppliers to prequalify as responsible 
bidders prior to submitting bids on a public construction contract. Prequalification 
to bid or perform work pursuant to this section does not constitute a license. Except 
as provided in subsection B of this section, prequalification shall not serve as a 
substitute for a license otherwise required by law. Notice of any such prequalification 
requirement shall be made equally and uniformly known by the awarding public 
agency to all prospective bidders and the public in the same manner as proposals to 
award public construction contracts as set forth in Section 104 of this title. Financial 
information including, but not limited to, audited financial statements required by 
the awarding public agency as part of prequalification shall remain confidential. 

 

Tribal Requirements for these issues: 

Tribal Nations are required to follow 2 CFR 200.318-326. Tribal Nations, like all other 
subrecipients, will be required to submit a copy of their policies and procedures at 
the time of application. ODOC/CD will review all policies and procedures to ensure 
that they adhere to 2 CFR 200.318-326. Tribal Nations, like all other subrecipients will 
be required to submit documentation of the goods and services they procure. 
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ODOC/CD will continue to check such documentation that subrecipients are 
following 2 CFR 200.318-326, as well as the policies and procedures they submitted at 
the time of application. ODOC/CD, being required to upload monthly updates of all 
procured goods and services for its subrecipients to the CDBG-DR website, will be 
continuously checking for accurate procurement procedures for all subrecipients. 

Subrecipients will follow: 

Subrecipients must have written procedures for procurement transactions that 
ensure all solicitations: 

• Incorporate a clear and accurate description of the technical requirements for 
the material, product, or service to be procured; 

• Identify all requirements which the offerors must fulfill; 
o If the subrecipient is a city, town or county, prequalification 

requirements must also be equally and uniformly known, if the 
subrecipient chooses to have prequalification for bidders. 

• Identify all other factors to be used in evaluating bids or proposals; and 
• Are conducted in a manner providing full and open competition; 

o In order to ensure objective contractor performance and eliminate 
unfair competitive disadvantage, contractors that develop or draft 
specifications, requirements, statements of work, or invitations for bids 
or request for proposals must be excluded from competing for such 
procurements 

o Some situations considered to be restrictive of competition include, but 
are not limited to, the following: 

▪ Placing unreasonable requirements on firms in order for them to 
qualify to do business; 

▪ Requiring unnecessary experience and excessive bonding; 
▪ Noncompetitive pricing practices between firms or between 

affiliated companies; 
▪ Noncompetitive contracts to consultants that are on retainer 

contracts; 
▪ Organizational conflicts of interest; 
▪ Specifying only ‘brand name’ products instead of allowing an 

equal product to be offered and describing the performance or 
other relevant requirements of the procurement; and 

▪ Any arbitrary action in the procurement process 

When using prequalified lists, Subrecipients must ensure that all lists of persons, 
firms, or products which are used in acquiring goods and services are current and 
include enough qualified sources to ensure maximum open and free competition. 
Also, Subrecipients must not preclude potential bidders from qualifying during the 
solicitation period. 

 

Cost and Price Analysis 

For procurement actions in excess of the Federal Simplified Acquisition Threshold, 
Subrecipients must perform a cost or price analysis. This requirement also applies to 
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contract modifications and change orders. Note that Subrecipients must consider 
price reasonableness for micro-purchases as well as small purchases. 

Price Analysis 

Price analysis is the process of evaluating and comparing prices for goods or services 
and should be documented in the procurement file. In conducting a proper price 
analysis, Subrecipients must request an adequate number of bids, proposals, or 
quotes for the materials, supplies, or services being procured for comparison. When 
comparing prices, Subrecipients should review for significant discrepancies to 
determine if the goods or services are comparable. 

Cost Analysis 

Subrecipients will utilize this process to help determine if proposed costs are 
allowable, reasonable and allocable as described in 2 CFR 200.403-405. Prior to 
receiving bids or proposals, Subrecipients should establish an independent estimate 
for the goods or services to be procured. When conducting a cost analysis, 
Subrecipients must review and evaluate the separate elements of cost and 
negotiate profit in a received proposal. 

1. A cost analysis is required when price competition does not exist. The following are 
examples of when cost analysis is used: 

• The competitive proposal method is used; 
• The sole source procurement method is used; 
• Only one bid is received during a sealed bid procurement; and 
• A contract modification is requested that changes the price or total estimated 

cost (either upwards or downwards) 
2.  Conducting a price and cost analysis: 
• Check the accuracy of the prices submitted; 
• Evaluate the necessity of the proposed cost items; 
• Evaluate the separate elements of cost; 
• Review proposal for potential cost overruns, taking into consideration the 

vendor’s 
• past performance; 
• Compare proposed prices to Subrecipient’s independent cost estimate; 

and 
• Compare proposed prices to previous cost estimates or actual costs 

incurred for similar work 
3. Profit Negotiation 

Subrecipients must negotiate profit as a separate element of the price for each 
contract in which there is no price competition and, in all cases, where cost analysis 
is performed12. Per HUD’s “Quick Guide To Cost And Price Analysis,” all of the 
following criteria must be considered when negotiating profit: 

• Complexity of the work to be performed; 
• Amount of risk the contractor may be exposed to (performance and/or 

cost); 



2019 CDBG-DR Policies and Procedures Manual 175 
 

• Contractor’s investment and resources dedicated to performing the 
contract (labor, 

• oversight, etc.); 
• Use of subcontractors by the prime contractor and the nature of the work 

to be performed; 
• Quality of the contractor’s past performance for similar work; and 
• Industry profit rates in the surrounding area for similar work 

Subrecipients are responsible for maintaining records and any documentation used 
to support the profit negotiation. 

Note: Subrecipients must ensure that the contract does not constitute a prohibited 
cost-plus- a-percentage-of-cost or percentage-of-construction-cost contract. 

Contracting with Historically Underutilized Businesses (HUB), Small and Minority 
Businesses, Women’s Business Enterprises, and Labor Surplus Firms 

Subrecipients must take all necessary steps to affirmatively assure HUBs, small and 
minority businesses, women’s business enterprises, and labor surplus firms are 
notified of bidding opportunities and utilized whenever possible. Affirmative steps 
must include the following: 

• Placing qualified small and minority businesses and women's business 
enterprises on solicitation lists; 

• Assuring that small and minority businesses, and women's business 
enterprises are solicited whenever they are potential sources; 

• Dividing total requirements, when economically feasible, into smaller tasks 
or quantities to permit maximum participation by small and minority 
businesses, and women's business enterprises; 

• Establishing delivery schedules, where the requirement permits, which 
encourage participation by small and minority businesses, and women's 
business enterprises; 

• Using the services and assistance, as appropriate, of such organizations as 
the Small Business Administration and the Minority Business 
Development Agency of the Department of Commerce; and 

• Require the prime contractor, if subcontracts are to be let, to take the 
affirmative steps listed in parts (1)-(5) above 

 

Suspension and Debarment 

Subrecipients are subject to the non-procurement debarment and suspension 
regulations implementing Executive Orders 12549 and 12689, 2 CFR part 180. These 
regulations restrict awards, subawards, and contracts with certain parties that are 
debarred, suspended, or otherwise excluded from or ineligible for participation in 
federal assistance programs or activities. 

Subrecipients must ensure, prior to award, that all contractors receiving CDBG-DR 
funds have met all the eligibility requirements outlined in state and federal law. At a 
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minimum, the following steps must be taken to ensure contractor eligibility for all 
services procured. 

• Contractors: All contractors, including professional consulting and 
engineering firms, must be cleared via a search of the Federal System of 
Award Management (‘SAM’) to ensure the contractor is in good standing 
and has not been debarred. The SAM portal can be found here: 
https://sam.gov/SAM/ 

• Subcontractors: Subrecipients must notify the selected prime contractors 
that it is the sole responsibility of the prime contractor to verify 
subcontractor eligibility based on factors such as past performance, proof 
of liability insurance, possession of a federal tax number, debarment, and 
state licensing requirements. 

It should be noted that if any of the above listed parties are deemed ineligible to 
receive CDBG-DR funds after award of contract, the contract will be immediately 
terminated. The matter must be reported to the ODOC Community Development 
staff for further action. 

§200.320 METHODS OF PROCUREMENT  

The non-Federal entity must have and use documented procurement procedures, 
consistent with the standards of this section and §§ 200.317, 200.318, and 200.319 for 
any of the following methods of procurement used for the acquisition of property or 
services required under a Federal award or sub-award. 

Informal procurement methods. When the value of the procurement for property 
or services under a Federal award does not exceed the simplified acquisition 
threshold (SAT), as defined in § 200.1, or a lower threshold established by a non-
Federal entity, formal procurement methods are not required. The non-Federal 
entity may use informal procurement methods to expedite the completion of its 
transactions and minimize the associated administrative burden and cost. The 
informal methods used for procurement of property or services at or below the SAT 
include: 

(1) Micro-purchases - 

(i) Distribution. The acquisition of supplies or services, the aggregate dollar amount 
of which does not exceed the micro-purchase threshold (See the definition of micro-
purchase in § 200.1). To the maximum extent practicable, the non-Federal entity 
should distribute micro-purchases equitably among qualified suppliers. 

(ii) Micro-purchase awards. Micro-purchases may be awarded without soliciting 
competitive price or rate quotations if the non-Federal entity considers the price to 
be reasonable based on research, experience, purchase history or other information 
and documents it files accordingly. Purchase cards can be used for micro-purchases 
if procedures are documented and approved by the non-Federal entity. 

(iii) Micro-purchase thresholds. The non-Federal entity is responsible for determining 
and documenting an appropriate micro-purchase threshold based on internal 
controls, an evaluation of risk, and its documented procurement procedures. The 
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micro-purchase threshold used by the non-Federal entity must be authorized or not 
prohibited under State, local, or tribal laws or regulations. Non-Federal entities may 
establish a threshold higher than the Federal threshold established in the Federal 
Acquisition Regulations (FAR) in accordance with paragraphs (a)(1)(iv) and (v) of this 
section. 

(iv) Non-Federal entity increase to the micro-purchase threshold up to $50,000. Non-
Federal entities may establish a threshold higher than the micro-purchase threshold 
identified in the FAR in accordance with the requirements of this section. The non-
Federal entity may self-certify a threshold up to $50,000 on an annual basis and 
must maintain documentation to be made available to the Federal awarding agency 
and auditors in accordance with § 200.334. The self-certification must include a 
justification, clear identification of the threshold, and supporting documentation of 
any of the following: 

(A) A qualification as a low-risk auditee, in accordance with the criteria in § 
200.520 for the most recent audit; 

(B) An annual internal institutional risk assessment to identify, mitigate, and 
manage financial risks; or, 

(C) For public institutions, a higher threshold consistent with State law. 

(v) Non-Federal entity increase to the micro-purchase threshold over $50,000. Micro-
purchase thresholds higher than $50,000 must be approved by the cognizant 
agency for indirect costs. The non-federal entity must submit a request with the 
requirements included in paragraph (a)(1)(iv) of this section. The increased threshold 
is valid until there is a change in status in which the justification was approved. 

(2) Small purchases - 

(i) Small purchase procedures. The acquisition of property or services, the aggregate 
dollar amount of which is higher than the micro-purchase threshold but does not 
exceed the simplified acquisition threshold. If small purchase procedures are used, 
price or rate quotations must be obtained from an adequate number of qualified 
sources as determined appropriate by the non-Federal entity. 

(ii) Simplified acquisition thresholds. The non-Federal entity is responsible for 
determining an appropriate simplified acquisition threshold based on internal 
controls, an evaluation of risk and its documented procurement procedures which 
must not exceed the threshold established in the FAR. When applicable, a lower 
simplified acquisition threshold used by the non-Federal entity must be authorized 
or not prohibited under State, local, or tribal laws or regulations. 

Formal procurement methods. When the value of the procurement for property or 
services under a Federal financial assistance award exceeds the SAT, or a lower 
threshold established by a non-Federal entity, formal procurement methods are 
required. Formal procurement methods require following documented procedures. 
Formal procurement methods also require public advertising unless a non-
competitive procurement can be used in accordance with § 200.319 or paragraph (c) 
of this section. The following formal methods of procurement are used for 
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procurement of property or services above the simplified acquisition threshold or a 
value below the simplified acquisition threshold the non-Federal entity determines 
to be appropriate: 

(1) Sealed bids. A procurement method in which bids are publicly solicited and a firm 
fixed-price contract (lump sum or unit price) is awarded to the responsible bidder 
whose bid, conforming with all the material terms and conditions of the invitation 
for bids, is the lowest in price. The sealed bids method is the preferred method for 
procuring construction, if the conditions. 

(i) In order for sealed bidding to be feasible, the following conditions should be 
present: 

(A) A complete, adequate, and realistic specification or purchase description is 
available; 

(B) Two or more responsible bidders are willing and able to compete 
effectively for the business; and 

(C) The procurement lends itself to a firm fixed price contract and the 
selection of the successful bidder can be made principally on the basis of 
price. 

(ii) If sealed bids are used, the following requirements apply: 

(A) Bids must be solicited from an adequate number of qualified sources, 
providing them sufficient response time prior to the date set for opening the 
bids, for local, and tribal governments, the invitation for bids must be publicly 
advertised; 

(B) The invitation for bids, which will include any specifications and pertinent 
attachments, must define the items or services in order for the bidder to 
properly respond; 

(C) All bids will be opened at the time and place prescribed in the invitation 
for bids, and for local and tribal governments, the bids must be opened 
publicly; 

(D) A firm fixed price contract award will be made in writing to the lowest 
responsive and responsible bidder. Where specified in bidding documents, 
factors such as discounts, transportation cost, and life cycle costs must be 
considered in determining which bid is lowest. Payment discounts will only be 
used to determine the low bid when prior experience indicates that such 
discounts are usually taken advantage of; and 

(E) Any or all bids may be rejected if there is a sound documented reason. 

(2) Proposals. A procurement method in which either a fixed price or cost-
reimbursement type contract is awarded. Proposals are generally used when 
conditions are not appropriate for the use of sealed bids. They are awarded in 
accordance with the following requirements: 
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(i) Requests for proposals must be publicized and identify all evaluation factors and 
their relative importance. Proposals must be solicited from an adequate number of 
qualified offerors. Any response to publicized requests for proposals must be 
considered to the maximum extent practical; 

(ii) The Non-Federal entity must have a written method for conducting technical 
evaluations of the proposals received and making selections; 

(iii) Contracts must be awarded to the responsible offeror whose proposal is most 
advantageous to the non-Federal entity, with price and other factors considered; 
and 

(iv) The Non-Federal entity may use competitive proposal procedures for 
qualifications-based procurement of architectural/engineering (A/E) professional 
services whereby offeror's qualifications are evaluated and the most qualified offeror 
is selected, subject to negotiation of fair and reasonable compensation. The method, 
where price is not used as a selection factor, can only be used in procurement of A/E 
professional services. It cannot be used to purchase other types of services though 
A/E firms that are a potential source to perform the proposed effort. 

Noncompetitive procurement. There are specific circumstances in which 
noncompetitive procurement can be used. Noncompetitive procurement can only 
be awarded if one or more of the following circumstances apply: 

(1) The acquisition of property or services, the aggregate dollar amount of which does 
not exceed the micro-purchase threshold (see paragraph (a)(1) of this section); 

(2) The item is available only from a single source; 

(3) The public exigency or emergency for the requirement will not permit a delay 
resulting from publicizing a competitive solicitation; 

(4) The Federal awarding agency or pass-through entity expressly authorizes a 
noncompetitive procurement in response to a written request from the non-Federal 
entity; or 

(5) After solicitation of a number of sources, competition is determined inadequate. 

 

State Requirements for Counties and Cities: 

The Competitive bidding act of 1974 is more restrictive when it comes to price 
thresholds for sealed bidding. Therefore, cities, towns, and counties will follow the 
thresholds defined in the Competitive Bidding Act and all other subrecipients will 
follow 2 CFR 200.320 unless they have more restrictive thresholds within their 
agencies.  

Tribal Requirements for these issues: 

Tribal Nations are required to follow 2 CFR 200.318-326. Tribal Nations, like all other 
subrecipients, will be required to submit a copy of their policies and procedures at 
the time of application. ODOC/CD will review all policies and procedures to ensure 
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that they adhere to 2 CFR 200.318-326. Tribal Nations, like all other subrecipients will 
be required to submit documentation of the goods and services they procure. 
ODOC/CD will continue to check such documentation that subrecipients are 
following 2 CFR 200.318-326, as well as the policies and procedures they submitted at 
the time of application. ODOC/CD, being required to upload monthly updates of all 
procured goods and services for its subrecipients to the CDBG-DR website, will be 
continuously checking for accurate procurement procedures for all subrecipients. 

 

Subrecipients Will Follow: 

2 CFR 200.320 Thresholds and Definitions for Subrecipients (Note that thresholds are 
different for Cities, Towns, and Counties):  

State Requirements for Cities and Counties 
Competitive Bidding Act of 1974 section 114. Conflict of Interest The chief 
administrative officer and members of the governing body of the awarding public 
agency authorizing or awarding or supervising the execution of a public 
construction contract, and their relatives within the third degree of consanguinity or 
affinity, are forbidden to be interested directly or indirectly through stock ownership, 
partnership interest or otherwise in any Laws through 2011 Legislative Session Page 
21 of 42 Title 61. Public Buildings and Public Works such contract. Contracts entered 
into in violation of this section shall be void. Persons willfully violating this section 
shall be guilty of a felony and shall be subject to removal from office. 

§ 103.2. Political Subdivision May Appoint Purchasing Agent The governing body 
of any political subdivision of this state may duly appoint as its agent any individual 
or individual of a legal entity, with whom the political subdivision has duly entered 
Laws through 2011 Legislative Session Page 16 of 42 Title 61. Public Buildings and 
Public Works into a public contract pursuant to law, to make purchases necessary 
for carrying out the public contract. 

§ 118. Prequalification of Bidders A. In order to determine the responsibility of 
bidders, the awarding public agency may require prospective bidders, general 
contractors, subcontractors and material suppliers to prequalify as responsible 
bidders prior to submitting bids on a public construction contract. Prequalification 
to bid or perform work pursuant to this section does not constitute a license. Except 
as provided in subsection B of this section, prequalification shall not serve as a 
substitute for a license otherwise required by law. Notice of any such prequalification 
requirement shall be made equally and uniformly known by the awarding public 
agency to all prospective bidders and the public in the same manner as proposals to 
award public construction contracts as set forth in Section 104 of this title. Financial 
information including, but not limited to, audited financial statements required by 
the awarding public agency as part of prequalification shall remain confidential. B. 
The Oklahoma Transportation Commission and the Oklahoma Transportation 
Authority may establish a system for prequalifying prospective bidders on 
construction and maintenance contracts to be awarded by the Commission or 
Authority. The Commission and the Authority shall be the sole judge of the 
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qualifications of prospective bidders and shall ascertain, to their Laws through 2011 
Legislative Session Page 22 of 42 Title 61. Public Buildings and Public Works 
exclusive satisfaction, the qualifications of each prequalified bidder. Any contractor 
or subcontractor prequalified as of the effective date of this act performing signing, 
highway lighting, or traffic signal installation or maintenance for the Oklahoma 
Department of Transportation or the Oklahoma Transportation Authority shall be 
allowed to continue to bid and perform such work without obtaining any additional 
license from this state or any political subdivision of this state. However, no 
contractor or subcontractor may transfer, convey or assign this exemption to any 
other person or entity. 

 

In addition, there are State Requirements for Counties: 

O.S. § 19-1500 county purchasing agent A. The county clerk of each county or an 
employee of that office so designated by the county clerk shall be the county 
purchasing agent. Provided, in counties having a county budget board created 
pursuant to the County Budget Act, the board may, upon an affirmative vote of a 
majority of all the board members then in office, appoint a county purchasing agent. 
In the event the board does not appoint a county purchasing agent, the county clerk 
or an employee of that office so designated by the county clerk shall be the county 
purchasing agent. The county purchasing agent shall be under the general 
supervision and direction of the appointing authority. 

B. All persons serving as county purchasing agents on July 1, 1989, shall attend 
training seminars sponsored by the Oklahoma Cooperative Extension Service prior 
to July 1, 1990. The training seminars will cover the terminology, concepts, customs 
and practices of the sellers of supplies, materials, equipment and information 
technology and telecommunications goods commonly purchased for the county. All 
county purchasing agents appointed after July 1, 1989, shall attend the training 
seminars within one (1) year of their appointment. 

 

O.S. § 19-1500.1 Duties of a purchasing agent A.  Except as otherwise provided by 
Section 1500 et seq. of this title, the county purchasing agent shall have the authority 
to develop, implement and promote policies and procedures that allow the 
procurement of materials and equipment through contracts that are flexible, value 
based and are in the best interests of the state and its political subdivisions. 

 

O.S. § 19-1503 Receiving officers. Each county officer shall designate two (2) 
employees to act as receiving officers for their departments. A written designation of 
such employees shall be filed with the county clerk and shall be entered in the 
minutes of the board of county commissioners. 

 

Tribal Requirements for these issues: 
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Tribal Nations are required to follow 2 CFR 200.318-326. Tribal Nations, like all other 
subrecipients, will be required to submit a copy of their policies and procedures at 
the time of application. ODOC/CD will review all policies and procedures to ensure 
that they adhere to 2 CFR 200.318-326. Tribal Nations, like all other subrecipients, will 
be required to submit documentation of the goods and services they procure. 
ODOC/CD will continue to check such documentation that subrecipients are 
following 2 CFR 200.318-326, as well as the policies and procedures they submitted at 
the time of application. ODOC/CD, being required to upload monthly updates of all 
procured goods and services for its subrecipients to the CDBG-DR website, will be 
continuously checking for accurate procurement procedures for all subrecipients. 

 

Other Subrecipients: 

All other subrecipients will be required to adopt and follow 2 CFR 200.318-326 and 
their own procurement policies and procedures, whichever is more restrictive.  

Subrecipients Step-by-Step Instructions (These should be detailed in Procurement 
Policies and Procedures: 

1. Oversight. Subrecipients must maintain oversight to ensure that contractors 
perform in accordance with the terms, conditions, and specifications of their 
contracts or purchase orders. 
• If a county subrecipient, must detail oversight of county purchasing agent 

and receiving officer.  
2. Standards of Conduct. Every Subrecipient must maintain written procedures 

covering conflicts of interest and governing the actions of its employees, 
agents, consultants, and elected officials engaged in the selection, award and 
administration of vendor contracts, the award of CDBG-DR assistance, or the 
management of federally-assisted or purchased property. The Subrecipient 
must design a policy that is at least as restrictive as prescribed in 24 CFR Part 
570.489 (g)(h). 
• For the procurement of goods and services, no employee, officer, or agent 

of the Subrecipient may participate in the selection, award, or 
administration of a vendor contract supported by a federal award if 
he/she has a real or apparent conflict of interest. Such a conflict of interest 
would arise when the employee, officer, agent, any member of his/her 
immediate family, his/her partner, or an organization which employs or is 
about to employ any of the parties indicated herein, has a financial or 
other interest in a tangible personal benefit from a firm considered for a 
vendor contract. (24 CFR 570.489(g), 2 CFR 200.318(c)(1)); 

• The officers, employees, or agents of the Subrecipient may neither solicit 
nor accept gratuities, favors, or anything of monetary value from 
contractors or parties to subcontracts; 

The standards of conduct must also provide for disciplinary actions to be applied for 
violations of such standards by officers, employees, or agents of the Subrecipient. 

• If a county subrecipient, must show there is no COI with county purchasing 
agent, elected officials, other county employees, and receiving officers; or 



2019 CDBG-DR Policies and Procedures Manual 183 
 

• If a city or town subrecipient, must show there is no COI with elected officials, 
the appointed purchasing agent, and city employees.  

3. Avoidance of Unnecessary or Duplicative Items. Subrecipients’ procurement 
procedures must avoid the acquisition of unnecessary or duplicative items by 
giving consideration to consolidating or breaking out procurements to obtain 
a more economical purchase. 

4. Value Engineering Clauses. Subrecipients are encouraged to use value 
engineering clauses in contracts for construction projects of sufficient size to 
offer reasonable opportunities for cost reductions. 

5. Awarding to Responsible Contractors. Subrecipients must award contracts 
only to responsible contractors possessing the ability to perform successfully 
under the terms and conditions of a proposed procurement. Consideration 
shall be given to such matters as contactor integrity, compliance with public 
policy, record of past performance, and financial and technical resources. 

6. Record Keeping. Subrecipients must maintain records sufficient to detail the 
history of procurement. These records shall include, but are not limited to, the 
following: 
• Rationale for the method of procurement; 
• Selection of contract type; 
• Contractor selection or rejection; and 
• The basis for the contract price 

7. Time and Materials Contracts. Subrecipients may only use a time and 
materials type contract after a determination is made that no other contract is 
suitable and if the contract includes a ceiling price that the contractor 
exceeds at its own risk. Time and materials type contracts are the sum of: 
• The actual cost of materials; and 
• Direct labor hours charged at fixed hourly rates that reflect wages, 

general and administrative expenses, and profit 
8. Dispute Resolution. Subrecipients alone must be responsible, in accordance 

with good administrative practice and sound business judgment, for the 
settlement of all contractual and administrative issues arising out of 
procurements. These issues include, but are not limited to, source evaluation, 
protests, disputes, and claims. These standards do not relieve Subrecipients of 
any contractual responsibilities under its contracts. 

 

The subrecipients will submit to the department: 

All subrecipients will be required to submit their Procurement Policies and 
Procedures at the time of application for CDBG-DR funds. All policies and 
procedures must adhere to Federal and State guidelines outlined above.  

 

MICRO-PURCHASES 

The micro-purchase method is used for the acquisition of supplies or services which 
do not exceed the micro-purchase threshold and must be distributed equitable 



2019 CDBG-DR Policies and Procedures Manual 184 
 

among qualified suppliers. The micro-purchase threshold was increased from $3,500 
to $10,000 on July 2, 2020 (85 FR 40064). 

The micro-purchase threshold is $10,000, except for: 

• Procurement of construction services subject to Davis Bacon 
requirements, the threshold is $2,000; 

• Procurement of services subject to Service Contract Labor Standards, the 
threshold is $2,500. 

Micro-purchases may be awarded without soliciting competitive quotations if the 
Subrecipient considers the price to be reasonable. However, documentation of the 
Subrecipient’s determination of reasonableness must be maintained for record-
keeping requirements. 

 

Micro-Purchase Procedures 
Prior to utilizing the Micro-Purchase method of procurement, Subrecipients should 
plan and document how many products or services will be required. In order to use 
this method of procurement, the aggregate dollar amount of the goods or services 
cannot exceed the micro- purchase threshold. For micro-purchases for construction 
services in excess of $2,000, Subrecipients must adhere to the Davis-Bacon and 
Related Acts. 

To the extent practicable, Subrecipients must distribute micro-purchases equitably 
among qualified suppliers. Micro-purchases may be awarded without soliciting 
competitive quotations if the Subrecipient considers the price to be reasonable by 
conducting a price analysis as outlined above. Prior to issuing a purchase order 
under this method, Subrecipients must verify that the vendor is not debarred under 
the System for Award Management. 

• For Cities, Towns, and Counties, construction contracts for less than Five 
Thousand Dollars ($5,000.00) may be negotiated with a qualified 
contractor. Work may be commenced in accordance with the purchasing 
policies of the public agency (61 O.S. § 103) 

• For other subrecipients, the threshold is the SAT: $10,000 (unless 
subrecipient policies are more restrictive). 

 

SMALL PURCHASES 

The small purchase method is used for the acquisition of supplies or services greater 
than the micro-purchase threshold and less than or equal to the simple acquisition 
threshold. Small purchase procedures are relatively simple and do not require a 
formal solicitation for securing services, supplies, or other property. 

The federal simple acquisition threshold is $250,000 (increased from $150,000 on 
July 2, 2020 [85 FR 40064]).  
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If small purchase procedures are used, price or rate quotations must be obtained 
from an adequate number of qualified sources. Documentation of the rate 
quotations must be maintained for record-keeping requirements. 

 

Small Purchase Procedures 
Prior to utilizing the Small Purchase method of procurement, Subrecipients should 
consider the aggregate cost of the goods or services. In order to use this method of 
procurement, the aggregate dollar amount of the goods or services cannot exceed: 

• $50,000 for cities, towns, and counties; or 
• The simplified acquisition threshold of $250,000 for all other subrecipients 

(unless subrecipient policies are more restrictive).  

Subrecipients cannot use the small purchase procurement method to make 
separate, sequential, or component purchases of goods or services with the intent of 
avoiding the competitive bidding and competitive proposal requirements. This is 
both a Federal and State (61 O.S. § 131) Requirement. The State Penalty is as follows: 

 

§ 131. Splitting of Contracts 

No contract shall be split into partial contracts for the purpose of avoiding the 
requirements of this act. All such partial contracts shall be void. Any person who 
knowingly violates the provisions of this section shall, upon conviction, be guilty of a 
misdemeanor punishable by imprisonment in the county jail for not more than one 
(1) year, or by a fine of not more than One Thousand Dollars ($1,000.00), or by both 
such fine and imprisonment. 

When seeking quotes, Subrecipients must clearly explain to all vendors providing 
quotations that the information provided is being sought for informational purposes 
only and the request for quotation does not constitute a formal solicitation. Extra 
care must be given to avoid giving a vendor any competitive advantage in a future 
procurement initiative. 

 

Step 1: Comply with Davis-Bacon Act requirements, if applicable 

Subrecipients must obtain prevailing wage rates as required by the Davis-Bacon and 
Related Acts and incorporate those wage rates into the procurement for 
construction. 

Step 2: Contact an adequate number of vendors (Neither State nor Federal 
Guidelines dictate the number of vendors) 

Subrecipients must document quotes received (This will be a required submission 
to ODOC for every procurement of goods and services using the Small Purchase 
Procedures). Quotations may be requested via telephone, fax, email, mail, or any 
other reasonable method. Subrecipients must take all necessary steps to 
affirmatively assure HUBs, small and minority businesses, women’s business 
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enterprises, labor surplus firms, and Section 3 businesses are notified of bidding 
opportunities and utilized whenever possible. 

The Oklahoma Department of Commerce certifies Minority and Women owned 
businesses within the State. It should be noted which vendors are minority and 
women owned businesses on a subrecipients vendor lists, which will be cross-
referenced with ODOC’s business certifications. Note that it is a Federal law to take 
all necessary steps to assure that such businesses receive equal bidding 
opportunities and are utilized whenever possible.  

Step 3: Award the contract. 

Subrecipients should conduct a price analysis and award to the lowest responsible 
bidder. If the Subrecipient does not award the contract to the lowest bidder, the 
reasoning must be documented and in compliance with federal, state, and local 
regulations (This will also be a required submission to ODOC for every procurement 
of goods or services). Subrecipients must verify that the vendor is not debarred 
under the System for Award Management. 

Step 4: Execute the contract. 

Subrecipients must submit the documentation of bid quotes received, reasoning for 
acceptance or denial of a bid, and vendor lists to Report to ODOC CDBG-DR 
Programs Planner/Programs Representative/staff within 30 days of executing a 
prime contract. 

 

SEALED BIDS (FORMAL ADVERTISEMENT) 

Sealed bids, bids that are publicly solicited and a firm fixed price contract (lump sum 
or unit price) is awarded to the responsible bidder whose bid, conforming with all 
the material terms and conditions of the invitation for bids, is the lowest price. This is 
the preferred method for construction contracts. 

 

Sealed Bid Procedures (Formal Advertisement) 
Procurements for materials, equipment, and construction services with a total cost 
over the simple acquisition threshold must formally advertise for sealed bids. 
Procurement by sealed bids is the preferred method for procuring materials, 
equipment, and construction services if the following conditions apply: 

• A complete, adequate, and realistic specification or purchase description is 
available; 

• Two or more responsible bidders are willing and able to compete 
effectively for the business; and 

• The procurement lends itself to a firm fixed price contract and the 
selection of the successful bidder can be made principally on the basis of 
price. 

Step 1: Creation of Sealed Bid Packages 
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All subrecipients must create a bid package, usually written by an architect or 
engineer and based off of prepared plans or working drawings, that provides a clear 
and accurate description of technical requirements for materials and products 
and/or services to be provided on the project. This package must: 

• Be sealed by an architect or engineer registered in the State of Oklahoma 
and, if the project falls under the jurisdiction of another state agency, 
approval is required prior to construction; 

• For fire stations, garages, and/or buildings that will be accessible to the 
public once constructed, a certification that applicable standards of 
accessibility by the handicapped have been or will be satisfied must be 
executed and co-signed by a local jurisdictional official, filed in the contract 
documents file, and a copy must be sent to the State; 

• Contain all properly obtained lands, rights-of-way, and easements 
necessary for carrying out the project; 

• Contain processes and procedures in accordance with the provisions of the 
Uniform Relocation Act for the acquisition of land occurring during the 
project; and 

• Contain all forms and contract provisions applicable to the project and 
required by federal and state laws and regulations 

 

The base bid should include all components of the approved project and should not 
include any items which were not included in the approved applications or which 
have not received subsequent approval. ODOC CDBG-DR Programs 
Planner/Programs Representative/staff approval should be received prior to 
awarding a bid that includes items not listed in an approved line item budget. 

Note: For fixed price contracts with unit cost pricing, the bid specifications should 
delineate some type of item, estimated quality, unit price, and total cost. 

 

Cities, Towns, and Counties must follow the above procedure, but according to State 
law, must also follow: 

For all Cities, Towns, and Counties, all bid notices shall set forth the following 
information:  

1. The character of the proposed public construction contract in sufficient details 
that all bidders shall know exactly what their obligation will be, either in the bid 
notice itself or by reference to bidding documents on file in the main office of the 
awarding public agency; and  

2. The name of the officer, agent or employee of the awarding public agency and 
the office location and address of such person, from whom a complete set of 
bidding documents regarding such proposed contract may be obtained, together 
with the amount of the cost deposit required therefor, if any; and  

3. The date, time and place of opening of the sealed bids; and  
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4. The name and office location and address of the office of the awarding public 
agency to whom the sealed bids should be submitted; and  

5. Any additional information regarding such proposed contract deemed by the 
awarding public agency to be of beneficial interest to prospective bidders or the 
public (61 O.S. § 105). 

For all Cities, Towns and Counties, at least one complete set of bidding documents 
regarding a proposed public construction contract shall be on file in the main 
office of the awarding public agency at least twenty (20) days prior to the date set 
for opening bids. The officer, agent or employee of the awarding public agency 
designated in the bid notice shall have a sufficient number of complete sets of 
said bidding documents and shall provide a complete set of same to any 
prospective bidder, upon request; provided, however, that the awarding public 
agency may require a reasonable deposit for each such set; provided, that such 
deposit shall not exceed the actual cost of duplicating or printing. The public agency 
may retain all or part of said deposit if so stated in the notice for bids. (61 O.S. § 106). 

 

Step 2: Comply with Davis-Bacon Act Requirements 

Subrecipients must obtain prevailing wage rates as required by the Davis-Bacon and 
Related Acts and incorporate those wage rates into the procurement for 
construction. 

Step 3: Advertise for Bids 

The invitation for bids must be publicly advertised and bids shall be solicited from an 
adequate number of known suppliers, providing them sufficient time prior to the 
date set for opening the bids. The invitation for bids, which will include any 
specifications and pertinent attachments, shall define the items or services in order 
for the bidder to properly respond. 

Subrecipients must take all necessary steps to affirmatively assure HUBs, small and 
minority businesses, women’s business enterprises, labor surplus firms, and Section 
3 businesses are notified of bidding opportunities and utilized whenever possible. 

The Oklahoma Department of Commerce certifies Minority and Women owned 
businesses within the State. It should be noted which vendors are minority and 
women owned businesses on a subrecipients vendor lists, which will be cross-
referenced with ODOC’s business certifications. Note that it is a Federal law to take 
all necessary steps to assure that such businesses receive equal bidding 
opportunities and are utilized whenever possible.  

 

Cities, Towns, and Counties must follow the above procedure, but according to State 
law, must also follow: 

A.  A bidder on a public construction contract exceeding Fifty Thousand Dollars 
($50,000.00) shall accompany the bid with:  
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1. A certified check, cashier's check or bid bond equal to five percent (5%) of 
the bid, which shall be deposited with the awarding public agency as a 
guaranty; or  

2. An irrevocable letter of credit containing terms the Construction and 
Properties Division of the Department of Central Services prescribes, issued by 
a financial institution insured by the Federal Deposit Insurance Corporation or 
the Federal Savings and Loan Insurance Corporation for the benefit of the 
state, on behalf of the awarding public agency, in an amount equal to five 
percent (5%) of the bid. The awarding public agency shall deposit the 
irrevocable letter of credit with the Division.  

B. The cost of republication of the notice to bidders, actual expenses incurred by 
reason of the bidder's default and the difference between the low bid of the 
defaulting bidder and the amount of the bid of the bidder to whom the contract is 
subsequently awarded, but not to exceed the amount of the certified check, 
cashier's check, bid bond or irrevocable letter of credit may, at the discretion of the 
awarding public agency, be forfeited to the awarding public agency in the event the 
apparently successful bidder fails to execute the contract or fails to provide the 
required bonds or irrevocable letters of credit and insurance to the awarding public 
agency.  

C. The public agency shall, upon receipt of notice from the awarding public agency, 
return a certified or cashier's check, bid bond, or irrevocable letter of credit to the 
successful bidder on execution and delivery of the contract and required bonds or 
irrevocable letters of credit and insurance. Checks of unsuccessful bidders shall be 
returned to them in accordance with the terms of the bid solicitation.  

D. Nothing contained herein shall be construed so as to prevent the awarding public 
agency or the courts from exonerating the bidder and other parties to the bid 
security document from liability upon a timely showing that the bidder committed 
what the courts have determined under the common law to be an excusable 
bidding error and for that reason it would not be equitable to enforce the bid 
security (61 O.S. § 107). 

 

For all Cities, Towns and Counties, each bidder shall accompany the bid with a 
written statement under oath disclosing the following information:  

1. The nature of any partnership, joint venture or other business relationships then in 
effect or which existed within one (1) year prior to the date of such statement with 
the architect, engineer or other party to the project;  

2. Any such business relationship then in effect or which existed within one (1) 
year prior to the date of such statement between any officer or director of the 
bidding company and any officer or director of the architectural or engineering firm 
or other party to the project; and 

3. The names of all persons having any such business relationships and the positions 
they hold with their respective companies or firms. If none of the business 
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relationships hereinabove mentioned exist, then a statement to that effect (61 O.S. § 
108). 

 

Step 4: Public Opening of Sealed Bid Packages 

All bids will be publicly opened at the time and place prescribed in the invitation for 
bids. All sealed bid packages must be opened in accordance with the following 
standards in addition to any requirements imposed by local, state, and federal law. 

• All bids shall be opened and read aloud during the bid opening and the 
apparent low bidder should be determined during this time; 

• Bids shall undergo a review for both technical and legal responsiveness; 
• Bidders must be evaluated as having the capacity to furnish the products 

and/or services required; and 
• Minutes of the bid opening along with a tabulation of bids shall be placed 

in the contract file (This will be a requirement to submit to ODOC) 

Subrecipients should take action within 45 days of the bid opening (or 30 days for 
Cities, Towns, and Counties), or as otherwise specified in the bid documents, to 
either award a contract to the lowest responsible bidder or reject any and all bids for 
just cause. Any or all bids may be rejected if there is a sound documented reason 
(This will be a requirement to submit to ODOC). 

If only one bid is received, the bid should be compared to in-house estimate of the 
cost and prices paid for the same or substantially similar item(s) in the past. 
Information from the marketplace should be gathered if it was not done so when 
developing the estimate. If the sealed bid is cancelled and negotiations proceed with 
the single bidder, a complete cost breakdown must be obtained, and cost analysis 
performed. If the bidder refuses to comply, bids must be resolicited. All rationale for 
decisions must be documented. 

Any final contracts awarded must be done so in compliance with the most recent 
federal wage decision. Subrecipients must maintain documentation of the date, 
time, and location of the public bid opening. 

 

Cities, Towns, and Counties must follow the above procedure, but according to State 
law, must also follow: 

For all Cities, Towns, and Counties, all bids shall be sealed and opened only at the 
time and place mentioned in the bidding documents and read aloud in the 
presence of an administrative officer of the awarding public agency. Such bid 
opening shall be open to the public and to all bidders. (61 O.S. § 110). 

For all Cities, Towns, and Counties, the awarding of a contract to the lowest 
responsible bidder or bidders shall be made within thirty (30) days after the opening 
of bids unless the governing body of the awarding public agency, by formal 
recorded action and for good cause shown, provides for a reasonable extension of 
that period, which extension period shall not in any event exceed fifteen (15) days 
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where only state or local funds are involved, or not to exceed ninety (90) days on any 
award of contract for the construction of a public improvement where funds are 
utilized which are furnished by an agency of the United States Government. Upon 
mutual written agreement between the lowest responsible bidder or bidders and 
the awarding public agency, the Division may extend the contract award period no 
more than one hundred twenty (120) days from the bid opening date. (61 O.S. § 111). 

 

Step 5: Award the Contract 

A firm, fixed-price contract award will be made in writing to the lowest responsive 
and responsible bidder. Where specified in bidding documents, factors such as 
discounts, transportation cost, and life cycle costs shall be considered in determining 
which bid is lowest. Payment discounts will only be used to determine the low bid 
when prior experience indicates that such discounts are usually taken advantage of. 

Subrecipients must verify that the vendor is not debarred under the System for 
Award Management prior to awarding a contract. If only one bid is received, the 
Subrecipient must receive approval from the ODOC CDBG-DR Programs 
Planner/Programs Representative/staff before awarding the applicable contract. 

COMPETITIVE PROPOSALS 

The procurement by competitive proposals technique is normally conducted with 
more than one source submitting an offer, and either a fixed price or cost-
reimbursement type contract is awarded. It is generally used when conditions are 
not appropriate for the use of sealed bids. A Request for Proposal (RFP) is used when 
qualifications and price are used in evaluating proposals and is the preferred 
method for administrative services. A Request for Qualification (RFQ) is used to 
procure architectural or engineering professional services where qualifications are 
used in evaluating proposals and price is not used as a selection factor. 

 

Competitive Proposal Procedures (All subrecipients shall follow) 
Procurement by competitive proposals is normally conducted with more than one 
source submitting an offer, and either a fixed price or cost-reimbursement type 
contract is awarded. It is generally used when conditions are not appropriate for the 
use of sealed bids. 

Request for Proposals (RFPs) 

RFPs are used to procure professional services such as grant administrative services. 
This does not include architectural and engineering (“A/E”) professional services 
where the competitive negotiation method is utilized. 

Request for Qualifications (RFQs) 

RFQs are used to procure professional services such as engineering or architectural 
firms. RFQs use a competitive negotiation method. The selection is made based 
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upon the competitor’s qualifications, subject to negotiation of fair and reasonable 
compensation. 

This method, where price is not used as a selection factor, can only be used in 
procurement of A/E professional services. It cannot be used to purchase other types 
of services though A/E firms that are a potential source to perform the proposed 
effort. RFQs cannot be used to procure project management or construction 
management services. 

All A/E contracting fees, even those provided for under either a fixed price contract 
or a cost reimbursement contract must be deemed reasonable and justifiable. If, 
after a project has been funded, there is a substantial change in the scope of the 
project, then ODOC CDBG-DR Programs Planner/Programs Representative/staff 
must review and approve these changes and determine whether or not any 
additional funds are allowable. 

The provision of funds for A/E services is entirely contingent upon the amount of 
funds deemed allowable by ODOC CDBG-DR Programs Planner/Programs 
Representative/staff. Firms will not be compensated from the applicable CDBG DR 
program in the event of a project not receiving funding. 

 

NONCOMPETITIVE PROPOSALS (SOLE SOURCE) 

Procurement by noncompetitive proposals is procurement through solicitation of a 
proposal from only one source and may only be used when one or more of the 
following circumstances apply: 

• The item is available only from a single source; 
• The public exigency or emergency for the requirement will not permit a 

delay resulting from competitive solicitation; 
• The federal awarding agency or pass through entity expressly authorizes 

noncompetitive proposals in response to a written request from the non-
federal entity; or 

• After solicitation of a number of sources, competition is determined 
inadequate 

The following table outlines the five procurement methods used to procure 
materials, supplies, construction and services. This table is applicable to all 
subrecipients but note that thresholds are different for certain entities.  

 

 

 

 

Procurement Cost Contract Type Solicitation Applications 
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Type Reasonablene
ss 

Method 

 

Micro-Purchase 

 

Price Analysis 

Purchase 
Order Fixed 
Price 

No 
solicitation 
required 

Supplies, 
Produced items, 
Single-task 
service 

 

Small Purchase 

 

Price Analysis 

 

Purchase 
Order Fixed 
Price 

Quotations 

Submitted 
Bids 

Supplies, 
Produced items, 
Single-task 
service 

Sealed Bid 
(formal 
advertising) 

 

Price Analysis 
Cost Analysis 

 

Fixed Price 

 

Submitted 
Bids 

Construction 
items, Produced 
or designed 
items 

 

Competitive 
Proposals 

 

Price Analysis 
Cost Analysis 

Cost 
Reimburseme
nt Fixed Price, 
Time & 
Materials 

 

Submitted 
Proposals 

Professional 
services, Multi-
task services, 
Designed items 

 

 

Noncompetitive 
Proposals 

 

 

Cost Analysis 

Cost 
Reimburseme
nt Fixed Price, 
Time & 
Materials 

 

 

Submitted 
Proposals 

Produced items, 
Single task 
service, 
Professional 
services, Multi-
task services, 
Designed Item 

 

Noncompetitive Proposal Procedures (Sole Source) (All Subrecipients 
shall follow) 

Subrecipients MUST obtain written approval from ODOC CDBG-DR Programs 
Planner/Programs Representative/staff prior to using this procurement method. All 
requests to utilize non-competitive procurement must be submitted in writing by 
the Subrecipient to ODOC CDBG-DR Programs Planner/Programs 
Representative/staff and include a justification as to why the contractor is the only 
known source to provide the goods or services under the contract. The justification 
and ODOC approval must be maintained for record-keeping requirements. 

Procurement by noncompetitive proposals is procurement through solicitation of a 
proposal from only one source and may only be used when one or more of the 
following circumstances apply: 
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• The item is available only from a single source; 
• The public exigency or emergency for the requirement will not permit a 

delay resulting from competitive solicitation; 
• • The federal awarding agency or pass through entity expressly 

authorizes noncompetitive proposals in response to a written request from 
the Subrecipient; or 

• After solicitation of a number of sources, competition is determined 
inadequate. 

 

Subrecipients should conduct a cost analysis to determine if proposed costs are 
allowable, reasonable and allocable. Subrecipients must also verify that the vendor is 
not debarred under the System for Award Management. 

 

§200.321 contracting with small and minority businesses, women's business 
enterprises, and labor surplus area firms. 

a) The Non-Federal entity must take all necessary affirmative steps to assure that 
minority businesses, women's business enterprises, and labor surplus area 
firms are used when possible. 

b) Affirmative steps must include: 
1) Placing qualified small and minority businesses and women's business 

enterprises on solicitation lists; 
2) Assuring that small and minority businesses, and women's business 

enterprises are solicited whenever they are potential sources; 
3) Dividing total requirements, when economically feasible, into smaller tasks 

or quantities to permit maximum participation by small and minority 
businesses, and women's business enterprises; 

4) Establishing delivery schedules, where the requirement permits, which 
encourage participation by small and minority businesses, and women's 
business enterprises; 

5) Using the services and assistance, as appropriate, of such organizations as 
the Small Business Administration and the Minority Business 
Development Agency of the Department of Commerce; and 

6) Requiring the prime contractor, if subcontracts are to be let, to take the 
affirmative steps listed in paragraphs (1) through (5) of this section. 

 

State Requirements for Cities and counties for these issues: 

There is no state requirement for Cities, Towns, and Counties to contract with 
minority of women owned businesses. Therefore, 2 CFR 200.321 will be followed.   

 

Tribal Requirements for these issues: 
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Tribal Nations are required to follow 2 CFR 200.318-326. Tribal Nations, like all other 
subrecipients, will be required to submit a copy of their policies and procedures at 
the time of application. ODOC/CD will review all policies and procedures to ensure 
that they adhere to 2 CFR 200.318-326. Tribal Nations, like all other subrecipients will 
be required to submit documentation of the goods and services they procure. 
ODOC/CD will continue to check such documentation that subrecipients are 
following 2 CFR 200.318-326, as well as the policies and procedures they submitted at 
the time of application. ODOC/CD, being required to upload monthly updates of all 
procured goods and services for its subrecipients to the CDBG-DR website, will be 
continuously checking for accurate procurement procedures for all subrecipients. 

 

Subrecipients Must Follow: 

Contracting with small and minority businesses, women's business enterprises, and 
labor surplus area firms. 

a. The subrecipient must take all necessary affirmative steps to assure that 
minority businesses, women's business enterprises, and labor surplus area 
firms are used when possible; 

b. Affirmative steps must include: 
i. Placing qualified small and minority businesses and women's business 

enterprises on solicitation lists; 
ii. Assuring that small and minority businesses, and women's business 

enterprises are solicited whenever they are potential sources; 
iii. Dividing total requirements, when economically feasible, into smaller 

tasks or quantities to permit maximum participation by small and 
minority businesses, and women's business enterprises; 

iv. Establishing delivery schedules, where the requirement permits, which 
encourage participation by small and minority businesses, and women's 
business enterprises; 

v. Using the services and assistance, as appropriate, of such organizations 
as the Small Business Administration and the Minority Business 
Development Agency of the Department of Commerce; and 

vi. Requiring the prime contractor, if subcontracts are to be let, to take the 
affirmative steps listed in paragraphs (i) through (v) of this section 

 

Subrecipient Documentation: 

Subrecipients are required to submit their vendor lists when procuring goods and 
services with CDBG-DR funds. Subrecipients will be required to submit current 
vendor lists with their policies and procedures at the time of application and the 
vendor lists used when procuring goods and services. The affirmative steps should 
be documented and submitted to ODOC CDBG-DR staff within 30 days of the 
signing of a contract. 

The Oklahoma Department of Commerce certifies Minority and Women owned 
businesses within the State. It should be noted which vendors are minority and 
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women owned businesses on a subrecipients vendor lists, which will be cross-
referenced with ODOC’s business certifications. Note that it is a Federal law to take 
all necessary steps to assure that such businesses receive equal bidding 
opportunities and are utilized whenever possible.  

More information on ODOC’s certification of Women and Minority owned businesses 
can be found here:  

https://www.okcommerce.gov/doing-business/business-services/women-owned-
business-certifications/ 

https://www.okcommerce.gov/wp-content/uploads/Minority-Business-Certification-
Programs.pdf 

 

§ 200.322 Domestic preferences for procurements 

(a) As appropriate and to the extent consistent with law, the non-Federal entity 
should, to the greatest extent practicable under a Federal award, provide a 
preference for the purchase, acquisition, or use of goods, products, or materials 
produced in the United States (including but not limited to iron, aluminum, steel, 
cement, and other manufactured products). The requirements of this section must 
be included in all subawards including all contracts and purchase orders for work or 
products under this award. 

(b) For purposes of this section: 

(1) “Produced in the United States” means, for iron and steel products, that all 
manufacturing processes, from the initial melting stage through the application of 
coatings, occurred in the United States. 

(2) “Manufactured products” means items and construction materials composed in 
whole or in part of non-ferrous metals such as aluminum; plastics and polymer-
based products such as polyvinyl chloride pipe; aggregates such as concrete; glass, 
including optical fiber; and lumber. 

All other subrecipients should follow 2 CFR 200.322 by providing preference to goods 
and services within the United States. Subrecipients can solicit for products, 
materials, and goods that are produced in the United States in order to fulfill the 
above Federal requirement.  

Note that Subrecipients of CDBG-DR funds are NOT allowed to follow 74 O.S. § 
85.17A or 74 OS § 85.44E Bidding Preferences when receiving CDBG-DR funds. All 
subrecipients must allow for full and open competition and cannot preference in-
state bidders, nor disabled veteran businesses. All CDBG-DR subrecipients will be 
required to follow 2 CFR 200.322 and disregard the State bidding preferences based 
on the following State statute allowing Federal regulations to supersede State 
regulations: 

74 O.S. § 85.14. Federal Law to Govern 
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Notwithstanding any provision of this act to the contrary, in all cases where federal 
granted funds are involved, the federal laws, rules and regulations thereto shall 
govern to the extent necessary to insure the benefit of such funds to the State of 
Oklahoma. 

 

§200.323 Procurement of recovered materials 

A non-Federal entity that is a state agency or agency of a political subdivision of a 
state and its contractors must comply with section 6002 of the Solid Waste Disposal 
Act, as amended by the Resource Conservation and Recovery Act. The requirements 
of Section 6002 include procuring only items designated in guidelines of the 
Environmental Protection Agency (EPA) at 40 CFR part 247 that contain the highest 
percentage of recovered materials practicable, consistent with maintaining a 
satisfactory level of competition, where the purchase price of the item exceeds 
$10,000 or the value of the quantity acquired during the preceding fiscal year 
exceeded $10,000; procuring solid waste management services in a manner that 
maximizes energy and resource recovery; and establishing an affirmative 
procurement program for procurement of recovered materials identified in the EPA 
guidelines. 

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014] 

 

All Subrecipients Must Follow: 

All subrecipients must note which vendors on their vendor lists utilize recovered 
materials and make an effort, when practicable, to purchase such items when the 
purchase price exceeds $10,000. All subrecipients will be required to note which 
vendors offer such items and allow such vendors equal opportunity in submitting 
bids.  

The following items should be solicited with the intent to identify goods that have 
the highest percentage of recovered materials, when practicable and maintain a 
satisfactory level of competition. Subrecipients will be required to note the 
percentage of recovered materials used by bidders: 

§ 247.10 Paper and paper products. 

Paper and paper products, excluding building and construction paper grades. 

§ 247.11 Vehicular products. 

(a) Lubricating oils containing re-refined oil, including engine lubricating oils, 
hydraulic fluids, and gear oils, excluding marine and aviation oils. 

(b) Tires, excluding airplane tires. 

(c) Reclaimed engine coolants, excluding coolants used in non-vehicular 
applications. 

§ 247.12 Construction products. 
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(a) Building insulation products, including the following items: 

(1) Loose-fill insulation, including but not limited to cellulose fiber, mineral fibers 
(fiberglass and rock wool), vermiculite, and perlite; 

(2) Blanket and batt insulation, including but not limited to mineral fibers (fiberglass 
and rock wool); 

(3) Board (sheathing, roof decking, wall panel) insulation, including but not limited to 
structural fiberboard and laminated paperboard products, perlite composite board, 
polyurethane, polyisocyanurate, polystyrene, phenolics, and composites; and 

(4) Spray-in-place insulation, including but not limited to foam-in-place 
polyurethane and polyisocyanurate, and spray-on cellulose. 

(b) Structural fiberboard and laminated paperboard products for applications other 
than building insulation, including building board, sheathing, shingle backer, sound 
deadening board, roof insulating board, insulating wallboard, acoustical and non-
acoustical ceiling tile, acoustical and non-acoustical lay-in panels, floor 
underlayments, and roof overlay (coverboard). 

(c) Cement and concrete, including concrete products such as pipe and block, 
containing coal fly ash or ground granulated blast furnace (GGBF) slag. 

(d) Carpet made of polyester fiber for use in low- and medium-wear applications. 

(e) Floor tiles and patio blocks containing recovered rubber or plastic. 

(f) Shower and restroom dividers/partitions containing recovered plastic or steel. 

(g)(1) Consolidated latex paint used for covering graffiti; and 

(2) Reprocessed latex paint used for interior and exterior architectural applications 
such as wallboard, ceilings, and trim; gutter boards; and concrete, stucco, masonry, 
wood, and metal surfaces. 

(h) Carpet cushion made from bonded polyurethane, jute, synthetic fibers, or rubber 
containing recovered materials.  

(i) Flowable fill containing coal fly ash and/or ferrous foundry sands. 

(j) Railroad grade crossing surfaces containing coal fly ash, recovered rubber, or 
recovered steel. 

§ 247.13 Transportation products. 

(a) Traffic barricades and traffic cones used in controlling or restricting vehicular 
traffic. 

(b) Parking stops made from concrete or containing recovered plastic or rubber. 

(c) Channelizers containing recovered plastic or rubber. 

(d) Delineators containing recovered plastic, rubber, or steel. 

(e) Flexible delineators containing recovered plastic. 



2019 CDBG-DR Policies and Procedures Manual 199 
 

§ 247.14 Park and recreation products. 

(a) Playground surfaces and running tracks containing recovered rubber or plastic. 

(b) Plastic fencing containing recovered plastic for use in controlling snow or sand 
drifting and as a warning/safety barrier in construction or other applications. 

(c) Park benches and picnic tables containing recovered steel, aluminum, plastic, or 
concrete. 

(d) Playground equipment containing recovered plastic, steel, or aluminum. 

§ 247.15 Landscaping products. 

(a) Hydraulic mulch products containing recovered paper or recovered wood used 
for hydroseeding and as an over-spray for straw mulch in landscaping, erosion 
control, and soil reclamation. 

(b) Compost made from yard trimmings, leaves, grass clippings, and/or food waste 
for use in landscaping, seeding of grass or other plants on roadsides and 
embankments, as a nutritious mulch under trees and shrubs, and in erosion control 
and soil reclamation. 

(c) Garden and soaker hoses containing recovered plastic or rubber. 

(d) Lawn and garden edging containing recovered plastic or rubber. 

(e) Plastic lumber landscaping timbers and posts containing recovered materials. 

§ 247.16 Non-paper office products. 

(a) Office recycling containers and office waste receptacles. 

(b) Plastic desktop accessories. 

(c) Toner cartridges. 

(d) Plastic-covered binders containing recovered plastic; chipboard and pressboard 
binders containing recovered paper; and solid plastic binders containing recovered 
plastic. 

(e) Plastic trash bags. 

(f) Printer ribbons. 

(g) Plastic envelopes. 

(h) Plastic clipboards containing recovered plastic. 

(i) Plastic file folders containing recovered plastic. 

(j) Plastic clip portfolios containing recovered plastic. 

(k) Plastic presentation folders containing recovered plastic. 

§ 247.17 Miscellaneous products. 

(a) Pallets containing recovered wood, plastic, or paperboard. 



2019 CDBG-DR Policies and Procedures Manual 200 
 

(b) Sorbents containing recovered materials for use in oil and solvent clean-ups and 
as animal bedding. 

(c) Industrial drums containing recovered steel, plastic, or paper. 

(d) Awards and plaques containing recovered glass, wood, paper, or plastic. 

(e) Mats containing recovered rubber and/or plastic. 

(f)(1) Non-road signs containing recovered plastic or aluminum and road 

signs containing recovered aluminum. 

(2) Sign supports and posts containing recovered plastic or steel. 

(g) Manual-grade strapping containing recovered steel or plastic.  

 

§200.323 Contract cost and price. 

a. The Non-Federal entity must perform a cost or price analysis in connection with 
every procurement action in excess of the Simplified Acquisition Threshold 
including contract modifications. The method and degree of analysis is 
dependent on the facts surrounding the particular procurement situation, but as 
a starting point, the non-Federal entity must make independent estimates 
before receiving bids or proposals. 

b. The Non-Federal entity must negotiate profit as a separate element of the price 
for each contract in which there is no price competition and, in all cases, where 
cost analysis is performed. To establish a fair and reasonable profit, consideration 
must be given to the complexity of the work to be performed, the risk borne by 
the contractor, the contractor's investment, the amount of subcontracting, the 
quality of its record of past performance, and industry profit rates in the 
surrounding geographical area for similar work. 

c. Costs or prices based on estimated costs for contracts under the Federal award 
are allowable only to the extent that costs incurred, or cost estimates included in 
negotiated prices would be allowable for the non-Federal entity under Subpart 
E—Cost Principles of this part. The non-Federal entity may reference its own cost 
principles that comply with the Federal cost principles. 

d. The cost plus a percentage of cost and percentage of construction cost methods 
of contracting must not be used. 2 CFR 200.323(d) prohibits cost plus 
percentages 

The State does not have specific requirements for cost/price analysis.  Therefore 2 
CFR 200.323 will be followed for all subrecipients.  

 

Subrecipients Must Follow: 

Cost and Price Analysis 
For procurement actions in excess of the Federal Simplified Acquisition Threshold, 
Subrecipients must perform a cost or price analysis. This requirement also applies to 
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contract modifications and change orders. Note that Subrecipients must consider 
price reasonableness for micro-purchases as well as small purchases. 

Price Analysis 
Price analysis is the process of evaluating and comparing prices for goods or services 
and should be documented in the procurement file. In conducting a proper price 
analysis Subrecipients must request an adequate number of bids, proposals, or 
quotes for the materials, supplies, or services being procured for comparison. When 
comparing prices, Subrecipients should review for significant discrepancies to 
determine if the goods or services are comparable. 

Cost Analysis 
Subrecipients will utilize this process to help determine if proposed costs are 
allowable, reasonable and allocable as described in 2 CFR 200.403-405. Prior to 
receiving bids or proposals, Subrecipients should establish an independent estimate 
for the goods or services to be procured. When conducting a cost analysis, 
Subrecipients must review and evaluate the separate elements of cost and 
negotiate profit in a received proposal. 

A cost analysis is required when price competition does not exist. The following are 
examples of when cost analysis is used: 

• The competitive proposal method is used; 
• The sole source procurement method is used; 
• Only one bid is received during a sealed bid procurement; and 
• A contract modification is requested that changes the price or total 

estimated cost (either upwards or downwards) 

Conducting a price and cost analysis: 

• Check the accuracy of the prices submitted; 
• Evaluate the necessity of the proposed cost items; 
• Evaluate the separate elements of cost; 
• Review proposal for potential cost overruns, taking into consideration the 

vendor’s 
• past performance; 
• Compare proposed prices to Subrecipient’s independent cost estimate; and 
• Compare proposed prices to previous cost estimates or actual costs incurred 

for similar work 

Subrecipient Documentation: 

Subrecipients should have their own forms to conduct cost and price analysis. Any 
documentation proving that subrecipients did a cost and price analysis should be 
submitted to ODOC/CD to ensure that subrecipients are following all necessary 
Federal guidelines.  

 

§200.324 Federal awarding agency or pass-through entity review. 
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a. The Non-Federal entity must make available, upon request of the Federal 
awarding agency or pass-through entity, technical specifications on proposed 
procurements where the Federal awarding agency or pass-through entity 
believes such review is needed to ensure that the item or service specified is the 
one being proposed for acquisition. This review generally will take place prior to 
the time the specification is incorporated into a solicitation document. However, 
if the non-Federal entity desires to have the review accomplished after a 
solicitation has been developed, the Federal awarding agency or pass-through 
entity may still review the specifications, with such review usually limited to the 
technical aspects of the proposed purchase. 

b. The Non-Federal entity must make available upon request, for the Federal 
awarding agency or pass-through entity pre-procurement review, procurement 
documents, such as requests for proposals or invitations for bids, or independent 
cost estimates, when: 

1) The Non-Federal entity's procurement procedures or operation fails to 
comply with the procurement standards in this part; 

2) The procurement is expected to exceed the Simplified Acquisition Threshold 
and is to be awarded without competition or only one bid or offer is received 
in response to a solicitation; 

3) The procurement, which is expected to exceed the Simplified Acquisition 
Threshold, specifies a “brand name” product; 

4) The proposed contract is more than the Simplified Acquisition Threshold 
and is to be awarded to other than the apparent low bidder under a sealed 
bid procurement; or 

5) A proposed contract modification changes the scope of a contract or 
increases the contract amount by more than the Simplified Acquisition 
Threshold. 

c. The Non-Federal entity is exempt from the pre-procurement review in paragraph 
(b) of this section if the Federal awarding agency or pass-through entity 
determines that its procurement systems comply with the standards of this part. 

1) The Non-Federal entity may request that its procurement system be 
reviewed by the Federal awarding agency or pass-through entity to 
determine whether its system meets these standards in order for its system 
to be certified. Generally, these reviews must occur where there is 
continuous high-dollar funding, and third party contracts are awarded on a 
regular basis; 

2) The Non-Federal entity may self-certify its procurement system. Such self- 
certification must not limit the Federal awarding agency's right to survey 
the system. Under a self-certification procedure, the Federal awarding 
agency may rely on written assurances from the non-Federal entity that it is 
complying with these standards. The non-Federal entity must cite specific 
policies, procedures, regulations, or standards as being in compliance with 
these requirements and have its system available for review. 

 

Relation to Subrecipient: 
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ODOC/CD will ensure compliance with all Federal guidelines for procurement by 
requiring all subrecipients to submit procurement policies and procedures at the 
time of application. Subrecipients will also be required to submit all documents on 
the procurement of goods and services throughout their contract period. ODOC/CD 
requires all subrecipients to provide procurement documentation upon request. 
Likewise, ODOC/CD will make all documentation as it pertains to procurement 
available to HUD upon request.  

 

§200.325 Bonding requirements. 

For construction or facility improvement contracts or subcontracts exceeding the 
Simplified Acquisition Threshold (or $50,000 for Cities, Towns and Counties), the 
Federal awarding agency or pass-through entity may accept the bonding policy and 
requirements of the non-Federal entity provided that the Federal awarding agency 
or pass-through entity has made a determination that the Federal interest is 
adequately protected. If such a determination has not been made, the minimum 
requirements must be as follows: 

a. A bid guarantee from each bidder equivalent to five percent of the bid price. 
The “bid guarantee” must consist of a firm commitment such as a bid bond, 
certified check, or other negotiable instrument accompanying a bid as 
assurance that the bidder will, upon acceptance of the bid, execute such 
contractual documents as may be required within the time specified. 

b. A performance bond on the part of the contractor for 100 percent of the 
contract price. A “performance bond” is one executed in connection with a 
contract to secure fulfillment of all the contractor's obligations under such 
contract. 

c. A payment bond on the part of the contractor for 100 percent of the contract 
price. A “payment bond” is one executed in connection with a contract to 
assure payment as required by law of all persons supplying labor and material 
in the execution of the work provided for in the contract. 

 

State Requirements for Cities and Counties for these issues: 

61 O.S. § 113 

A. Except as otherwise provided by law, within the period of time, not to exceed sixty 
(60) days, specified in the bid notice by the awarding public agency, a contract 
embodying the terms set forth in the bidding documents shall be executed by the 
awarding public agency and the successful bidder. No bidder shall obtain any 
property right in a contract awarded under the provisions of the Public Competitive 
Bidding Act of 1974 until the contract has been fully executed by both the bidder 
and the awarding public agency. 

B. Except as otherwise provided by law, within the period of time specified in 
subsection A of this section, the following shall be provided by the contractor to the 
awarding public agency for contracts exceeding Fifty Thousand Dollars ($50,000.00): 
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1. A bond or irrevocable letter of credit complying with the provisions of 
Section 1 of this title;  

2. A bond in a sum equal to the contract price, with adequate surety, or an 
irrevocable letter of credit containing terms prescribed by the Construction 
and Properties Division of the Department of Central Services issued by a 
financial institution insured by the Federal Deposit Insurance Corporation or 
the Federal Savings and Loan Insurance Corporation for the benefit of the 
state, on behalf of the awarding public agency, in a sum equal to the contract 
price, to ensure the proper and prompt completion of the work in accordance 
with the provisions of the contract and bidding documents;  

3. A bond in a sum equal to the contract price or an irrevocable letter of credit 
containing terms as prescribed by the Division issued by a financial institution 
insured by the Federal Deposit Insurance Corporation or the Federal Savings 
and Loan Insurance Corporation for the benefit of the state, on behalf of the 
awarding public agency, in a sum equal to the contract price, to protect the 
awarding public agency against defective workmanship and materials for a 
period of one (1) year after acceptance of the project; and  

4. Public liability and workers’ compensation insurance during construction in 
reasonable amounts. A public agency may require the contractor to name the 
public agency and its architects or engineers, or both, as an additional assured 
under the public liability insurance, which requirement, if made, shall be 
specifically set forth in the bidding documents.  

C. A single irrevocable letter of credit may be used to satisfy paragraphs 1, 2 and 3 of 
subsection B of this section, provided such single irrevocable letter of credit meets 
all applicable requirements of subsection B of this section. If the contractor needs 
additional time in which to obtain the bond required pursuant to subsection B of 
this section, the contractor may request, and the awarding agency may allow the 
contractor an additional sixty (60) days in which to obtain the bond. 

 

Tribal Requirements for these issues: 

Tribal Nations are required to follow CFR 200.318-326. Tribal Nations, like all other 
subrecipients, will be required to submit a copy of their policies and procedures at 
the time of application. ODOC/CD will review all policies and procedures to ensure 
that they adhere to 2 CFR 200.318-326. Tribal Nations, like all other subrecipients will 
be required to submit documentation of the goods and services they procure. 
ODOC/CD will continue to check such documentation that subrecipients are 
following 2 CFR 200.318-326, as well as the policies and procedures they submitted at 
the time of application. ODOC/CD, being required to upload monthly updates of all 
procured goods and services for its subrecipients to the CDBG-DR website, will be 
continuously checking for accurate procurement procedures for all subrecipients. 

Other subrecipients Will Follow: 
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Other subrecipients are encouraged to accept the bonding policy in 2 CFR § 200.326 
for construction and facility improvement contracts and subcontracts exceeding the 
simplified acquisition threshold. For contracts over the simplified acquisition 
threshold, subrecipients should require a bid guarantee from each bidder equivalent 
to five percent of the bid price consisting of a firm commitment such as a bid bond, 
certified check, or other negotiable instrument accompanying a bid as assurance 
that the bidder will, upon acceptance of this bid, execute such contractual 
documents as may be required within the time specified; 

• Subrecipients should require a performance bond on the part of the 
contractor for one hundred percent of the contract price as executed in 
connection with a contract to secure fulfillment of all the contractor’s 
obligations under such contract; 

• Subrecipients should require a payment bond on the part of the contractor 
for one hundred percent of the contract price as executed in connection with 
a contract to assure payment as required by law of all persons supplying 
labor and material in the execution of the work provided exceeding fifty 
thousand dollars ($50,000) as defined in Title 61 of the Oklahoma Statutes.  

 

§200.326 Contract provisions. 

The non-Federal entity's contracts must contain the applicable provisions described 
in Appendix II to Part 200—Contract Provisions for non-Federal Entity Contracts 
Under Federal Awards, next section. 

APPENDIX II to Part 200—CONTRACT PROVISIONS NON-FEDERAL ENTITY 
CONTRACTS UNDER FEDERAL AWARDS 

In addition to other provisions required by the Federal agency or non-Federal entity, 
all contracts made by the non-Federal entity under the Federal award must contain 
provisions covering the following, as applicable. 

a) Contracts for more than the simplified acquisition threshold currently set at 
$250,000, which is the inflation adjusted amount determined by the Civilian 
Agency Acquisition Council and the Defense Acquisition Regulations Council 
(Councils) as authorized by 41 U.S.C. 1908, must address administrative, 
contractual, or legal remedies in instances where contractors violate or breach 
contract terms, and provide for such sanctions and penalties as appropriate. 

b) All contracts in excess of $10,000 must address termination for cause and for 
convenience by the non-Federal entity including the manner by which it will be 
affected and the basis for settlement. 

c) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 
60, all contracts that meet the definition of “federally assisted construction 
contract” in 41 CFR Part 60-1.3 must include the equal opportunity clause 
provided under 41 CFR 60-1.4(b), in accordance with Executive Order 11246, “Equal 
Employment Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-1965 Comp., p. 
339), as amended by Executive Order 11375, “Amending Executive Order 11246 
Relating to Equal Employment Opportunity,” and implementing regulations at 41 
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CFR part 60, “Office of Federal Contract Compliance Programs, Equal 
Employment Opportunity, Department of Labor.” 

d) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal 
program legislation, all prime construction contracts in excess of $2,000 awarded 
by non-Federal entities must include a provision for compliance with the Davis-
Bacon Act (40 U.S.C. 3141-3144, and 3146-3148) as supplemented by Department 
of Labor regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to 
Contracts Covering Federally Financed and Assisted Construction”). In 
accordance with the statute, contractors must be required to pay wages to 
laborers and mechanics at a rate not less than the prevailing wages specified in a 
wage determination made by the Secretary of Labor. In addition, contractors 
must be required to pay wages not less than once a week. The non-Federal entity 
must place a copy of the current prevailing wage determination issued by the 
Department of Labor in each solicitation. The decision to award a contract or 
subcontract must be conditioned upon the acceptance of the wage 
determination. The non-Federal entity must report all suspected or reported 
violations to the Federal awarding agency. The contracts must also include a 
provision for compliance with the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), 
as supplemented by Department of Labor regulations (29 CFR Part 3, 
“Contractors and Subcontractors on Public Building or Public Work Financed in 
Whole or in Part by Loans or Grants from the United States”). The Act provides 
that each contractor or sub recipient must be prohibited from inducing, by any 
means, any person employed in the construction, completion, or repair of public 
work, to give up any part of the compensation to which he or she is otherwise 
entitled. The non-Federal entity must report all suspected or reported violations 
to the Federal awarding agency. 

e) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where 
applicable, all contracts awarded by the non-Federal entity in excess of $100,000 
that involve the employment of mechanics or laborers must include a provision 
for compliance with 40 U.S.C. 3702 and 3704, as supplemented by Department of 
Labor regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the Act, each 
contractor must be required to compute the wages of every mechanic and 
laborer on the basis of a standard work week of 40 hours. Work in excess of the 
standard work week is permissible provided that the worker is compensated at a 
rate of not less than one and a half times the basic rate of pay for all hours 
worked in excess of 40 hours in the work week. The requirements of 40 U.S.C. 
3704 are applicable to construction work and provide that no laborer or 
mechanic must be required to work in surroundings or under working conditions 
which are unsanitary, hazardous or dangerous. These requirements do not apply 
to the purchases of supplies or materials or articles ordinarily available on the 
open market, or contracts for transportation or transmission of intelligence. 

f) Rights to Inventions Made Under a Contract or Agreement. If the Federal award 
meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the 
recipient or sub recipient wishes to enter into a contract with a small business 
firm or nonprofit organization regarding the substitution of parties, assignment 
or performance of experimental, developmental, or research work under that 
“funding agreement,” the recipient or sub recipient must comply with the 
requirements of 37 CFR Part 401, “Rights to Inventions Made by Nonprofit 
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Organizations and Small Business Firms Under Government Grants, Contracts 
and Cooperative Agreements,” and any implementing regulations issued by the 
awarding agency. 

g) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act 
(33 U.S.C. 1251-1387), as amended—Contracts and sub grants of amounts in excess 
of $150,000 must contain a provision that requires the non-Federal award to 
agree to comply with all applicable standards, orders or regulations issued 
pursuant to the Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water 
Pollution Control Act as amended (33 U.S.C. 1251-1387). Violations must be 
reported to the Federal awarding agency and the Regional Office of the 
Environmental Protection Agency (EPA). 

h) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract 
award (see 2 CFR 180.220) must not be made to parties listed on the government-
wide exclusions in the System for Award Management (SAM), in accordance with 
the OMB guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR 
part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 235), “Debarment 
and Suspension.” SAM Exclusions contains the names of parties debarred, 
suspended, or otherwise excluded by agencies, as well as parties declared 
ineligible under statutory or regulatory authority other than Executive Order 
12549. 

i) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for 
an award exceeding $100,000 must file the required certification. Each tier 
certifies to the tier above that it will not and has not used Federal appropriated 
funds to pay any person or organization for influencing or attempting to 
influence an officer or employee of any agency, a member of Congress, officer or 
employee of Congress, or an employee of a member of Congress in connection 
with obtaining any Federal contract, grant or any other award covered by 31 
U.S.C. 1352. Each tier must also disclose any lobbying with non-Federal funds that 
takes place in connection with obtaining any Federal award. Such disclosures are 
forwarded from tier to tier up to the non-Federal award. 

 

Subrecipients Must Follow: 

All subrecipients will be required to sign contracts with the Appendix 2 CFR 200 
requirements. Further, if subrecipients have contracts with their own subrecipients, 
they must have the same requirements in all such contracts. Contract templates will 
be required to submit to ODOC at the time of application. Such contracts will also be 
required to submit to ODOC within 30 days of the signing of such contracts.  

Additional Contract Requirements: 

In addition to the above contract requirements, ODOC/CD must also include 
contract conditions found at 570.503 and 24 CFR 570.600 – 615 (subpart K).   Where 
applicable, subrecipient in turn must put those provisions in contracts they award.    

 

2 CFR 570.503: 
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ODOC is required to follow the below policies before disbursing funds to 
subrecipients. These requirements are further outlined in ODOC’s CDBG-DR 
contracts with subrecipients Part I & II. All requirements that are not outlined in 
Parts I & II will be detailed in Contract Part III Specific Conditions. This contract part 
details terms and requirements that are specific to the subrecipient such as their 
schedule for completing work and reversion of assets: 

(a) Before disbursing any CDBG funds to a subrecipient, the recipient shall sign a 
written agreement with the subrecipient. The agreement shall remain in effect 
during any period that the subrecipient has control over CDBG funds, including 
program income. 

(b) At a minimum, the written agreement with the subrecipient shall include 
provisions concerning the following items: 

(1) Statement of work. The agreement shall include a description of the work 
to be performed, a schedule for completing the work, and a budget. These 
items shall be in sufficient detail to provide a sound basis for the recipient 
effectively to monitor performance under the agreement. 

(2) Records and reports. The recipient shall specify in the agreement the 
particular records the subrecipient must maintain and the particular reports 
the subrecipient must submit in order to assist the recipient in meeting its 
recordkeeping and reporting requirements. 

(3) Program income. The agreement shall include the program income 
requirements set forth in § 570.504(c). The agreement shall also specify that, 
at the end of the program year, the grantee may require remittance of all or 
part of any program income balances (including investments thereof) held by 
the subrecipient (except those needed for immediate cash needs, cash 
balances of a revolving loan fund, cash balances from a lump sum drawdown, 
or cash or investments held for section 108 security needs). 

(4) Uniform requirements. The agreement shall require the subrecipient to 
comply with applicable uniform requirements, as described in § 570.502. 

(5) Other program requirements. The agreement shall require the 
subrecipient to carry out each activity in compliance with all Federal laws and 
regulations described in subpart K of these regulations, except that: 

(i) The subrecipient does not assume the recipient's environmental 
responsibilities described at § 570.604; and 

(ii) The subrecipient does not assume the recipient's responsibility for 
initiating the review process under the provisions of 24 CFR part 52. 

(6) Suspension and termination. The agreement shall set forth remedies for 
noncompliance and provisions on termination in accordance with 2 CFR part 
200, subpart D. 

(7) Reversion of assets. The agreement shall specify that upon its expiration 
the subrecipient shall transfer to the recipient any CDBG funds on hand at the 
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time of expiration and any accounts receivable attributable to the use of 
CDBG funds. It shall also include provisions designed to ensure that any real 
property under the subrecipient's control that was acquired or improved in 
whole or in part with CDBG funds (including CDBG funds provided to the 
subrecipient in the form of a loan) in excess of $25,000 is either: 

(i) Used to meet one of the national objectives in § 570.208 (formerly § 
570.901) until five years after expiration of the agreement, or for such 
longer period of time as determined to be appropriate by the recipient; 
or 

(ii) Not used in accordance with paragraph (b)(7)(i) of this section, in 
which event the subrecipient shall pay to the recipient an amount 
equal to the current market value of the property less any portion of the 
value attributable to expenditures of non-CDBG funds for the 
acquisition of, or improvement to, the property. The payment is 
program income to the recipient. (No payment is required after the 
period of time specified in paragraph (b)(7)(i) of this section.) 

 

PROCEDURES FOR BIDS THAT EXCEED COST ESTIMATES 

In some instances, the lowest bid received will exceed the amount of funds 
estimated for a particular project. If this occurs, the Subrecipient shall consult with 
ODOC CDBG-DR Programs Planner/Programs Representative/staff to determine the 
best course of action. Options include: 

• Reject all bids received and re-advertise the project; 
• Revise or reduce specifications and re-advertise the project, if approved by 

ODOC staff; 
• Reallocate funds to cover the overage; 
• Seek other funding sources such as local funds to cover the overage; and 
• Enter into a legally binding contract with the lowest bidder for the amount 

of the bid presented and, subsequently, execute a change order* to bring 
the project cost within the limits presented by the allocated funds 

*The change order would change the project’s scope of work and must be reviewed 
and approved by ODOC CDBG-DR Programs Planner/Programs Representative/staff 
prior to execution. It is strongly advised that the Subrecipient thoroughly analyzes 
how exercising this option would affect the other bidders prior to awarding the 
contract. 

 

Cities, Towns, and Counties must follow the above procedure, but according to State 
law, must also follow: 

For all Cities, Towns, and Counties, by majority action of the governing board of the 
awarding public agency or the chief administrating officer of an awarding public 
agency without a governing board, the awarding public agency shall have the 
right to reject any or all bids and solicit bidders again as herein provided if, in 
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the opinion of the governing body of the public agency, the best interests of the 
people of the State of Oklahoma would be best served by so doing. (61 O.S. § 119). 

 

Step 6: Execute the Contract 

Subrecipients must submit all documentation of advertisement of bids, minutes of 
bid opening, and reasoning for acceptance or denial of bids to ODOC CDBG-DR 
Programs Planner/Programs Representative/staff within 30 days of executing a 
prime contract. 

 

Cities, Towns, and Counties must follow the above procedure, but according to State 
law, must also follow: 

All bids, both successful and unsuccessful, and all contracts and required bonds shall 
be placed on file and maintained in the main office of the awarding public agency 
for a period of five (5) years from the date of opening of bids or for a period of three 
(3) years from the date of completion of the contract, whichever is longer, shall be 
open to public inspection and shall be matters of public record (61 O.S. § 112) 

 

CONDUCTING AN RFP/RFQ 

Step 1: Develop the Request for Proposals (RFP)/Request for Qualifications (RFQ) 
package 

The RFP/RFQ should include a clear and accurate description of the technical 
requirements for the material, product, or service to be procured. At a minimum, the 
RFP/RFQ package should include the following: 

Description of Subrecipient’s requirements and the scope of services. Subrecipients 
may utilize the Sample Bid Document provided by ODOC CDBG-DR in their 
contracts for grant administrators, engineers and environmental service providers. 

• Factors and significant sub-factors that will be used to evaluate the 
proposal and their relative importance; 

• Detailed instructions on proposal requirements; 
• Deadline for submission; and 
• Anticipated terms and conditions that will apply to a contract awarded 

under the solicitation. 
o A solicitation may authorize offerors to propose alternative terms and 

conditions. 
o When alternative terms and conditions are permitted, the evaluation 

approach should consider the potential impact on other terms and 
conditions or the requirement. 

 

Step 2: Advertise the RFP/RFQ 
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Requests for proposals/requests for qualifications must be publicized and identify all 
evaluation factors and their relative importance. Subrecipients should allow 
sufficient time between the solicitation date and proposal deadline. Any response to 
publicized requests for proposals must be considered to the maximum extent 
practical. 

Proposals must be solicited from an adequate number of qualified sources. 
Subrecipients must take all necessary steps to affirmatively assure, small and 
minority businesses, women’s business enterprises, labor surplus firms, and Section 
3 businesses are notified of bidding opportunities and utilized whenever possible. 

The Oklahoma Department of Commerce certifies Minority and Women owned 
businesses within the State. It should be noted which vendors are minority and 
women owned businesses on a subrecipients vendor lists, which will be cross-
referenced with ODOC’s business certifications. Note that it is a Federal law to take 
all necessary steps to assure that such businesses receive equal bidding 
opportunities and are utilized whenever possible.  

More information on ODOC’s certification of Women and Minority owned businesses 
can be found here:  

https://www.okcommerce.gov/doing-business/business-services/women-owned-
business-certifications/ 

https://www.okcommerce.gov/wp-content/uploads/Minority-Business-Certification-
Programs.pdf 

 

Step 3: Evaluate and rate the proposals 

Subrecipients must have a written method for conducting technical evaluations of 
the proposals received and for selecting respondents. Materials received in response 
to RFPs and/or RFQs are typically reviewed in accordance with one of the following 
processes: 

• Competitive Point Range. In using this review process, the Subrecipient 
shall establish a predetermined range of points for proposals that would 
be considered adequate for qualifying a responder for a particular 
solicitation. All responders whose proposals or qualification statements 
score within that range would be invited to an oral interview and asked to 
submit a best and final offer. The proposals would then be re-evaluated, 
and the highest scoring firm would be selected; 

• Highest Point Earner. In using this review process, the Subrecipient shall 
evaluate all proposals or qualification statements in accordance with 
predetermined selection criteria and award the contract to overall highest 
scoring firm. 

For counties, municipalities, and other public entities the local governing body has 
the final authority to award contracts and may select another respondent if the 
minutes of the local governing body meeting include justification for the selection. 
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Subrecipients must maintain documentation of the date, time, and location of the 
public bid opening. 

 

Step 4: Award the contract 

Contracts must be awarded to the responsible firm whose proposal is most 
advantageous to the program, with price and other factors considered. 

Subrecipients must also verify that the vendor is not debarred under the System for 
Award Management prior to awarding the contract. If only one bid or proposal is 
received, the Subrecipient must receive approval from the ODOC CDBG DR 
Programs Planner/Programs Representative/staff before awarding the applicable 
contract. 

Step 5: Execute the Contract 

ODOC CDBG-DR recommends Subrecipients submit the Financial Interest Report 
within 30 days of executing the contract. 

 

Other Program Requirements - 24 CFR 570.600-615 
(Subpart K) 
ODOC, and its subrecipients, must also ensure full compliance with the following:  

§ 570.600 General. 
(a) This subpart K enumerates laws that the Secretary will treat as applicable to 
grants made under section 106 of the Act, other than grants to states made 
pursuant to section 106(d) of the Act, for purposes of the Secretary's determinations 
under section 104(e)(1) of the Act, including statutes expressly made applicable by 
the Act and certain other statutes and Executive Orders for which the Secretary has 
enforcement responsibility. This subpart K applies to grants made under the Insular 
Areas Program in § 570.405 and § 570.440 with the exception of § 570.612. The 
absence of mention herein of any other statute for which the Secretary does not 
have direct enforcement responsibility is not intended to be taken as an indication 
that, in the Secretary's opinion, such statute or Executive Order is not applicable to 
activities assisted under the Act. For laws that the Secretary will treat as applicable to 
grants made to states under section 106(d) of the Act for purposes of the 
determination required to be made by the Secretary pursuant to section 104(e)(2) of 
the Act, see § 570.487. 

(b) This subpart also sets forth certain additional program requirements which the 
Secretary has determined to be applicable to grants provided under the Act as a 
matter of administrative discretion. 

(c) In addition to grants made pursuant to section 106(b) and 106(d)(2)(B) of the Act 
(subparts D and F, respectively), the requirements of this subpart K are applicable to 
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grants made pursuant to sections 107 and 119 of the Act (subparts E and G, 
respectively), and to loans guaranteed pursuant to subpart M. 

§ 570.601 Public Law 88-352 and Public Law 90-284; affirmatively 
furthering fair housing; Executive Order 11063. 

(a) The following requirements apply according to sections 104(b) and 107 of the Act: 

(1) Public Law 88-352, which is title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d 
et seq.) and implementing regulations in 24 CFR part 1. 

(2) Public Law 90-284, which is the Fair Housing Act (42 U.S.C. 3601-3620). In 
accordance with the Fair Housing Act, the Secretary requires that grantees 
administer all programs and activities related to housing and urban development in 
a manner to affirmatively further the policies of the Fair Housing Act. Each 
community receiving a grant under subpart D of this part, shall submit a 
certification that it will affirmatively further fair housing, consistent with §§ 5.150 and 
5.151 of this title. 

(b) Executive Order 11063, as amended by Executive Order 12259 (3 CFR, 1959-1963 
Comp., p. 652; 3 CFR, 1980 Comp., p. 307) (Equal Opportunity in Housing), and 
implementing regulations in 24 CFR part 107, also apply. 

§ 570.602 Section 109 of the Act. 
Section 109 of the Act requires that no person in the United States shall on the 
grounds of race, color, national origin, religion, or sex be excluded from participation 
in, be denied the benefits of, or be subjected to discrimination under any program or 
activity receiving Federal financial assistance made available pursuant to the Act. 
Section 109 also directs that the prohibitions against discrimination on the basis of 
age under the Age Discrimination Act and the prohibitions against discrimination on 
the basis of disability under Section 504 shall apply to programs or activities 
receiving Federal financial assistance under Title I programs. The policies and 
procedures necessary to ensure enforcement of section 109 are codified in 24 CFR 
part 6. 

§ 570.603 Labor standards. 
(a) Section 110(a) of the Act contains labor standards that apply to non-volunteer 
labor financed in whole or in part with assistance received under the Act. In 
accordance with section 110(a) of the Act, the Contract Work Hours and Safety 
Standards Act (40 U.S.C. 327 et seq.) also applies. However, these requirements apply 
to the rehabilitation of residential property only if such property contains not less 
than 8 units. 

(b) The regulations in 24 CFR part 70 apply to the use of volunteers. 

§ 570.604 Environmental standards. 
For purposes of section 104(g) of the Act, the regulations in 24 CFR part 58 specify 
the other provisions of law which further the purposes of the National 
Environmental Policy Act of 1969, and the procedures by which grantees must fulfill 
their environmental responsibilities. In certain cases, grantees assume these 
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environmental review, decision-making, and action responsibilities by execution of 
grant agreements with the Secretary. 

§ 570.605 National Flood Insurance Program. 
Notwithstanding the date of HUD approval of the recipient's application (or, in the 
case of grants made under subpart D of this part or HUD-administered small cities 
recipients in Hawaii, the date of submission of the grantee's consolidated plan, in 
accordance with 24 CFR part 91), section 202(a) of the Flood Disaster Protection Act 
of 1973 (42 U.S.C. 4106) and the regulations in 44 CFR parts 59 through 79 apply to 
funds provided under this part 570. 

§ 570.606 Displacement, relocation, acquisition, and replacement of 
housing. 

(a) General policy for minimizing displacement. Consistent with the other goals and 
objectives of this part, grantees (or States or state recipients, as applicable) shall 
assure that they have taken all reasonable steps to minimize the displacement of 
persons (families, individuals, businesses, nonprofit organizations, and farms) as a 
result of activities assisted under this part. 

(b) Relocation assistance for displaced persons at URA levels. 

(1) A displaced person shall be provided with relocation assistance at the levels 
described in, and in accordance with the requirements of 49 CFR part 24, which 
contains the government-wide regulations implementing the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970 (URA) (42 U.S.C. 4601-
4655). 

(2) Displaced person. 

(i) For purposes of paragraph (b) of this section, the term “displaced person” means 
any person (family, individual, business, nonprofit organization, or farm) that moves 
from real property, or moves his or her personal property from real property, 
permanently and involuntarily, as a direct result of rehabilitation, demolition, or 
acquisition for an activity assisted under this part. A permanent, involuntary move 
for an assisted activity includes a permanent move from real property that is made: 

(A) After notice by the grantee (or the state recipient, if applicable) to move 
permanently from the property, if the move occurs after the initial official submission 
to HUD (or the State, as applicable) for grant, loan, or loan guarantee funds under 
this part that are later provided or granted. 

(B) After notice by the property owner to move permanently from the property, if the 
move occurs after the date of the submission of a request for financial assistance by 
the property owner (or person in control of the site) that is later approved for the 
requested activity. 

(C) Before the date described in paragraph (b)(2)(i)(A) or (B) of this section, if either 
HUD or the grantee (or State, as applicable) determines that the displacement 
directly resulted from acquisition, rehabilitation, or demolition for the requested 
activity. 
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(D) After the “initiation of negotiations” if the person is the tenant-occupant of a 
dwelling unit and any one of the following three situations occurs: 

(1) The tenant has not been provided with a reasonable opportunity to lease and 
occupy a suitable decent, safe, and sanitary dwelling in the same building/complex 
upon the completion of the project, including a monthly rent that does not exceed 
the greater of the tenant's monthly rent and estimated average utility costs before 
the initiation of negotiations or 30 percent of the household's average monthly gross 
income; or 

(2) The tenant is required to relocate temporarily for the activity but the tenant is not 
offered payment for all reasonable out-of-pocket expenses incurred in connection 
with the temporary relocation, including the cost of moving to and from the 
temporary location and any increased housing costs, or other conditions of the 
temporary relocation are not reasonable; and the tenant does not return to the 
building/complex; or 

(3) The tenant is required to move to another unit in the building/complex, but is not 
offered reimbursement for all reasonable out-of-pocket expenses incurred in 
connection with the move. 

(ii) Notwithstanding the provisions of paragraph (b)(2)(i) of this section, the term 
“displaced person-” does not include: 

(A) A person who is evicted for cause based upon serious or repeated violations of 
material terms of the lease or occupancy agreement. To exclude a person on this 
basis, the grantee (or State or state recipient, as applicable) must determine that the 
eviction was not undertaken for the purpose of evading the obligation to provide 
relocation assistance under this section; 

(B) A person who moves into the property after the date of the notice described in 
paragraph (b)(2)(i)(A) or (B) of this section, but who received a written notice of the 
expected displacement before occupancy. 

(C) A person who is not displaced as described in 49 CFR 24.2(g)(2). 

(D) A person who the grantee (or State, as applicable) determines is not displaced as 
a direct result of the acquisition, rehabilitation, or demolition for an assisted activity. 
To exclude a person on this basis, HUD must concur in that determination. 

(iii) A grantee (or State or state recipient, as applicable) may, at any time, request 
HUD to determine whether a person is a displaced person under this section. 

(3) Initiation of negotiations. For purposes of determining the type of replacement 
housing assistance to be provided under paragraph (b) of this section, if the 
displacement is the direct result of privately undertaken rehabilitation, demolition, 
or acquisition of real property, the term “initiation of negotiations” means the 
execution of the grant or loan agreement between the grantee (or State or state 
recipient, as applicable) and the person owning or controlling the real property. 

(c) Residential anti-displacement and relocation assistance plan. The grantee shall 
comply with the requirements of 24 CFR part 42, subpart B. 
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(d) Optional relocation assistance. Under section 105(a)(11) of the Act, the grantee 
may provide (or the State may permit the state recipient to provide, as applicable) 
relocation payments and other relocation assistance to persons displaced by 
activities that are not subject to paragraph (b) or (c) of this section. The grantee may 
also provide (or the State may also permit the state recipient to provide, as 
applicable) relocation assistance to persons receiving assistance under paragraphs 
(b) or (c) of this section at levels in excess of those required by these paragraphs. 
Unless such assistance is provided under State or local law, the grantee (or state 
recipient, as applicable) shall provide such assistance only upon the basis of a written 
determination that the assistance is appropriate (see, e.g., 24 CFR 570.201(i), as 
applicable). The grantee (or state recipient, as applicable) must adopt a written 
policy available to the public that describes the relocation assistance that the 
grantee (or state recipient, as applicable) has elected to provide and that provides for 
equal relocation assistance within each class of displaced persons. 

(e) Acquisition of real property. The acquisition of real property for an assisted activity 
is subject to 49 CFR part 24, subpart B. 

(f) Appeals. If a person disagrees with the determination of the grantee (or the state 
recipient, as applicable) concerning the person's eligibility for, or the amount of, a 
relocation payment under this section, the person may file a written appeal of that 
determination with the grantee (or state recipient, as applicable). The appeal 
procedures to be followed are described in 49 CFR 24.10. In addition, a low- or 
moderate-income household that has been displaced from a dwelling may file a 
written request for review of the grantee's decision to the HUD Field Office. For 
purposes of the State CDBG program, a low- or moderate-income household may 
file a written request for review of the state recipient's decision with the State. 

(g) Responsibility of grantee or State. 

(1) The grantee (or State, if applicable) is responsible for ensuring compliance with 
the requirements of this section, notwithstanding any third party's contractual 
obligation to the grantee to comply with the provisions of this section. For purposes 
of the State CDBG program, the State shall require state recipients to certify that 
they will comply with the requirements of this section. 

(2) The cost of assistance required under this section may be paid from local public 
funds, funds provided under this part, or funds available from other sources. 

(3) The grantee (or State and state recipient, as applicable) must maintain records in 
sufficient detail to demonstrate compliance with the provisions of this section. 

§ 570.607 Employment and contracting opportunities. 
To the extent that they are otherwise applicable, grantees shall comply with: 

(a) Executive Order 11246, as amended by Executive Orders 11375, 11478, 12086, and 
12107 (3 CFR 1964-1965 Comp. p. 339; 3 CFR, 1966-1970 Comp., p. 684; 3 CFR, 1966-
1970., p. 803; 3 CFR, 1978 Comp., p. 230; 3 CFR, 1978 Comp., p. 264 (Equal Employment 
Opportunity), and Executive Order 13279 (Equal Protection of the Laws for Faith-
Based and Community Organizations), 67 FR 77141, 3 CFR, 2002 Comp., p. 258; and 
the implementing regulations at 41 CFR chapter 60; and 
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(b) Section 3 of the Housing and Urban Development Act of 1968 (12 U.S.C. 1701u) and 
implementing regulations at 24 CFR part 75. 

§ 570.608 Lead-based paint. 
The Lead-Based Paint Poisoning Prevention Act (42 U.S.C. 4821-4846), the 
Residential Lead-Based Paint Hazard Reduction Act of 1992 (42 U.S.C. 4851-4856), 
and implementing regulations at part 35, subparts A, B, J, K, and R of this part apply 
to activities under this program. 

§ 570.609 Use of debarred, suspended or ineligible contractors or 
subrecipients. 

The requirements set forth in 24 CFR part 5 apply to this program. 

§ 570.610 Uniform administrative requirements, cost principles, and 
audit requirements for Federal awards. 

The recipient, its agencies or instrumentalities, and subrecipients shall comply with 2 
CFR part 200, “Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards”, as set forth at § 570.502. 

§ 570.611 Conflict of interest. 
(a) Applicability. 

(1) In the procurement of supplies, equipment, construction, and services by 
recipients and by sub recipients, the conflict of interest provisions in 2 CFR 200.317 
and 200.318 shall apply. 

(2) In all cases not governed by 2 CFR 200.317 and 200.318, the provisions of this 
section shall apply. Such cases include the acquisition and disposition of real 
property and the provision of assistance by the recipient or by its subrecipients to 
individuals, businesses, and other private entities under eligible activities that 
authorize such assistance (e.g., rehabilitation, preservation, and other improvements 
of private properties or facilities pursuant to § 570.202; or grants, loans, and other 
assistance to businesses, individuals, and other private entities pursuant to § 570.203, 
570.204, 570.455, or 570.703(i)). 

(b) Conflicts prohibited. The general rule is that no persons described in paragraph 
(c) of this section who exercise or have exercised any functions or responsibilities 
with respect to CDBG activities assisted under this part, or who are in a position to 
participate in a decision making process or gain inside information with regard to 
such activities, may obtain a financial interest or benefit from a CDBG-assisted 
activity, or have a financial interest in any contract, subcontract, or agreement with 
respect to a CDBG-assisted activity, or with respect to the proceeds of the CDBG-
assisted activity, either for themselves or those with whom they have business or 
immediate family ties, during their tenure or for one year thereafter. For the UDAG 
program, the above restrictions shall apply to all activities that are a part of the 
UDAG project and shall cover any such financial interest or benefit during, or at any 
time after, such person's tenure. 
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(c) Persons covered. The conflict of interest provisions of paragraph (b) of this section 
apply to any person who is an employee, agent, consultant, officer, or elected official 
or appointed official of the recipient, or of any designated public agencies, or of 
subrecipients that are receiving funds under this part. 

(d) Exceptions. Upon the written request of the recipient, HUD may grant an 
exception to the provisions of paragraph (b) of this section on a case-by-case basis 
when it has satisfactorily met the threshold requirements of (d)(1) of this section, 
taking into account the cumulative effects of paragraph (d)(2) of this section. 

(1) Threshold requirements. HUD will consider an exception only after the recipient 
has provided the following documentation: 

(i) A disclosure of the nature of the conflict, accompanied by an assurance that there 
has been public disclosure of the conflict and a description of how the public 
disclosure was made; and 

(ii) An opinion of the recipient's attorney that the interest for which the exception is 
sought would not violate State or local law. 

(2) Factors to be considered for exceptions. In determining whether to grant a 
requested exception after the recipient has satisfactorily met the requirements of 
paragraph (d)(1) of this section, HUD shall conclude that such an exception will serve 
to further the purposes of the Act and the effective and efficient administration of 
the recipient's program or project, taking into account the cumulative effect of the 
following factors, as applicable: 

(i) Whether the exception would provide a significant cost benefit or an essential 
degree of expertise to the program or project that would otherwise not be available; 

(ii) Whether an opportunity was provided for open competitive bidding or 
negotiation; 

(iii) Whether the person affected is a member of a group or class of low- or 
moderate-income persons intended to be the beneficiaries of the assisted activity, 
and the exception will permit such person to receive generally the same interests or 
benefits as are being made available or provided to the group or class; 

(iv) Whether the affected person has withdrawn from his or her functions or 
responsibilities, or the decision-making process with respect to the specific assisted 
activity in question; 

(v) Whether the interest or benefit was present before the affected person was in a 
position as described in paragraph (b) of this section; 

(vi) Whether undue hardship will result either to the recipient or the person affected 
when weighed against the public interest served by avoiding the prohibited conflict; 
and 

(vii) Any other relevant considerations. 
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§ 570.612 Executive Order 12372. 
(a) General. Executive Order 12372, Intergovernmental Review of Federal Programs, 
and the Department's implementing regulations at 24 CFR part 52, allow each State 
to establish its own process for review and comment on proposed Federal financial 
assistance programs. 

(b) Applicability. Executive Order 12372 applies to the CDBG Entitlement program 
and the UDAG program. The Executive Order applies to all activities proposed to be 
assisted under UDAG, but it applies to the Entitlement program only where a 
grantee proposes to use funds for the planning or construction (reconstruction or 
installation) of water or sewer facilities. Such facilities include storm sewers as well as 
all sanitary sewers, but do not include water and sewer lines connecting a structure 
to the lines in the public right-of-way or easement. It is the responsibility of the 
grantee to initiate the Executive Order review process if it proposes to use its CDBG 
or UDAG funds for activities subject to review. 

§ 570.613 Eligibility restrictions for certain resident aliens. 
(a) Restriction. Certain newly legalized aliens, as described in 24 CFR part 49, are not 
eligible to apply for benefits under covered activities funded by the programs listed 
in paragraph (e) of this section. “Benefits” under this section means financial 
assistance, public services, jobs and access to new or rehabilitated housing and 
other facilities made available under covered activities funded by programs listed in 
paragraph (e) of this section. “Benefits” do not include relocation services and 
payments to which displacees are entitled by law. 

(b) Covered activities. “Covered activities” under this section means activities 
meeting the requirements of § 570.208(a) that either: 

(1) Have income eligibility requirements limiting the benefits exclusively to low and 
moderate income persons; or 

(2) Are targeted geographically or otherwise to primarily benefit low and moderate 
income persons (excluding activities serving the public at large, such as sewers, 
roads, sidewalks, and parks), and that provide benefits to persons on the basis of an 
application. 

(c) Limitation on coverage. The restrictions under this section apply only to 
applicants for new benefits not being received by covered resident aliens as of the 
effective date of this section. 

(d) Compliance. Compliance can be accomplished by obtaining certification as 
provided in 24 CFR 49.20. 

(e) Programs affected. 

(1) The Community Development Block Grant program for small cities, administered 
under subpart F of part 570 of this title until closeout of the recipient's grant. 

(2) The Community Development Block Grant program for entitlement grants, 
administered under subpart D of part 570 of this title. 
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(3) The Community Development Block Grant program for States, administered 
under subpart I of part 570 of this title until closeout of the unit of general local 
government's grant by the State. 

(4) The Urban Development Action Grants program administered under subpart G of 
part 570 of this title until closeout of the recipient's grant. 

§ 570.614 Architectural Barriers Act and the Americans with Disabilities 
Act. 

(a) The Architectural Barriers Act of 1968 (42 U.S.C. 4151-4157) requires certain Federal 
and Federally funded buildings and other facilities to be designed, constructed, or 
altered in accordance with standards that insure accessibility to, and use by, 
physically handicapped people. A building or facility designed, constructed, or 
altered with funds allocated or reallocated under this part after December 11, 1995, 
and that meets the definition of “residential structure” as defined in 24 CFR 40.2 or 
the definition of “building” as defined in 41 CFR 101-19.602(a) is subject to the 
requirements of the Architectural Barriers Act of 1968 (42 U.S.C. 4151-4157) and shall 
comply with the Uniform Federal Accessibility Standards (appendix A to 24 CFR part 
40 for residential structures, and appendix A to 41 CFR part 101-19, subpart 101-19.6, for 
general type buildings). 

(b) The Americans with Disabilities Act (42 U.S.C. 12131; 47 U.S.C. 155, 201, 218 and 225) 
(ADA) provides comprehensive civil rights to individuals with disabilities in the areas 
of employment, public accommodations, State and local government services, and 
telecommunications. It further provides that discrimination includes a failure to 
design and construct facilities for first occupancy no later than January 26, 1993, that 
are readily accessible to and usable by individuals with disabilities. Further, the ADA 
requires the removal of architectural barriers and communication barriers that are 
structural in nature in existing facilities, where such removal is readily achievable - 
that is, easily accomplishable and able to be carried out without much difficulty or 
expense. 

§ 570.615 Housing counseling. 
Housing counseling, as defined in 24 CFR 5.100, that is funded with or provided in 
connection with CDBG funds must be carried out in accordance with 24 CFR 5.111. 

ODOC/CD’s policies and procedures to adhere to the above requirements are 
furthered outlined throughout the manual in other sections 
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Attachments 

501 Administrative Responsibilities 
Checklist 

502 Request for Proposals For 
Administrative Services 

503 Statement of Price 
504 ODOC Purchasing Policies and 

Procedures 
505 Procurement Policy (2 CFR Part 

200.317-326) 
506 OMB Uniform Guidance Procurement 

Crosswalk 
507 Legal Proficiency of Purchasing Policies 
508 Procurement Training to include 2 CFR 

Part 200 
 

Requirement No. 406 – Financial 
Management 
Introduction 
In order to assist you in fulfilling your financial management obligations, this 
Requirement will outline the steps for the successful financial management of a 
CDBG-DR grant. [24 CFR Part 570, Subpart I, §489(d)]. 

OKGrants is required for the submission of applications, implementation of projects 
and subsequent closeout. It is important to note that some documents will be 
completed on forms that are programmed into OKGrants. Certain documents will be 
completed by the State’s Subrecipient and then uploaded into OKGrants. Additional 
paper documents should be maintained by the State’s Subrecipient at the State’s 
Subrecipient’s office. ODOC will provide guidance as to what documentation must 
be uploaded in OKGrants and which documentation must be maintained at the 
State’s Subrecipients office on paper. 

Accounting Systems Requirements 
The seven major elements and actions to a complete financial management system 
including but are not limited to [11 O.S. §§17-207, 68 O.S. §§3003]: 
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ACCOUNTING RECORDS 

All State’s Subrecipients are required by State statute to track Federal dollars by 
fund. This simply means that a separate set of accounting records (books) must be 
set up for each CDBG-DR contract received. Each set of books will be considered a 
fund, much like the funds State’s Subrecipients are already required by law to 
operate under, i.e., water, street and alley, general, special revenue, etc. Within each 
fund, however, specific accounts are required to track expenditures by budgeted line 
item activity (construction, administration, engineering, etc.). 

At a minimum, each fund should contain: 

A cash receipts and disbursements journal. Please note that a State’s Subrecipient 
may utilize a manual accounting, i.e. paper books such as green columnar pad or a 
computerized set of books. What ODOC strenuously requires is that the accounting 
system can accurately account for the receipt and disbursement of CDBG-DR funds. 
This ledger format should also be used to account for the receipt and disbursement 
of leveraged funds. 

A complete set of expense accounts for each budgeted line item, i.e., construction, 
engineering, administration, etc. 

A payroll register for any State’s Subrecipient employees paid from CDBG-DR funds. 

The accounting records may be maintained on a cash or accrual basis. 

All entries recorded in the cash disbursements journal must be traceable to some 
form of source documentation, i.e., invoices, partial pay estimates, employee time 
sheets, etc. Additionally, you will need to have all original documentation filed in an 
orderly manner and readily available for review in the event ODOC performs a 
financial monitoring on your CDBG- DR project. 

ACCOUNTING SYSTEMS 

You may apply your normal accounting systems to CDBG-DR funds, provided that all 
applicable State and Federal requirements can be met. 

Funds should be placed in a non-interest-bearing checking account. If funds are 
placed in an interest-bearing checking account, the interest must be tracked. Any 
interest earned in a one-year period in excess of $500 must be paid to HUD. The 
check can be sent to ODOC but must be made payable to HUD. The one-year time 
frame begins from the date of the first deposit into the account. State’s 
Subrecipients may keep interest amounts up to $500 per year if they are able to 
document allowable CDBG-DR administrative expenses in accordance with 2 CFR 
200.305(9); 24 Part CFR 570.489 and 85.21 Interest Earned on Advances. 

In order to receive CDBG-DR by electronic transfer Subrecipients will need to 
contact the Oklahoma Management and Enterprise Services (OMES) at 405-521-
2444. Once CDBG-DR funds are requested, they will be automatically deposited by 
electronic funds transfer (EFT) into the checking account that has been designated 
for receipt of CDBG-DR funds, preferably. 
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EFT Inquiries: 

Questions or changes regarding EFT bank information.  

Email: Vendor.EFT@omes.ok.gov 

State’s Subrecipients, both municipalities and counties, are allowed fifteen (15) 
working days to expend the CDBG-DR funds received. Any money not expended 
after the maximum time allowed is considered excess cash on hand and must be 
returned to ODOC by check to include reference of the Contract and/or activity 
number. The returned funds can be drawn at a later date as needed. There will be no 
waivers or extensions to this policy. 

INTERNAL CONTROLS 

Adequate internal controls must be established to ensure CDBG-DR funds are 
properly safeguarded. These controls must include the following: 

Payment approval procedures must be defined. All invoices must be approved by 
the Municipal Council or Board of County Commissioners prior to payment. You may 
use an authorized official if normal approval procedures by the Council or Board 
cannot be used. [Per the requirements of 62 O.S. 310.1] 

An authorized official is defined as any municipal or county officer or employee the 
Council or Board gives the authority to approve invoices on their behalf. [11 O.S. §17A-
102] 

State’s Subrecipient ordinance must reflect any departure from the normal approval 
procedures. An authorized official may approve all invoices prior to payment by 
initialing and dating each invoice. [11 O.S. 2014, §§17A-102] 

All paid invoices must be defaced by writing the check number and date paid on 
each invoice or purchase order. A copy of the approved purchase order must be 
attached to each invoice. REMEMBER, purchase orders must be signed and dated 
prior to ordering goods and services and prior to receipt of the invoice (including 
contracts). If Council or Board members do not sign purchase orders, 
documentation of approval of purchase orders as reflected in the meeting minutes 
must be readily available for review. Every purchase order issued for invoices paid 
from CDBG-DR funds must be identified in the meeting minutes. 

Non-Collusion Affidavits are required to be attached to all contracts for $25,000 or 
more. State’s Subrecipients executing contracts for goods or services on a 
continuing basis may accept a single Non-Collusion Affidavit at the time of initial 
execution of the contract, which applies to all future work, services or materials 
completed or supplied under the terms of the contract. [74 O.S. §85.22] 

CDBG-DR checks must be pre-numbered and signed by the proper officials as 
authorized by local ordinance or State statute. In the absence of such ordinance, the 
treasurer must sign all checks. 

Blank checks, undelivered checks and signature stamps must be locked in a safe, 
drawer or file cabinet with access restricted to individuals authorized for their use. 
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Every CDBG-DR bank statement should be reconciled. The statement balance (not 
including other sources of funds) should be reconciled back to the CDBG-DR 
general ledger cash account. It is recommended that the reconciliation be 
performed by someone other than the CDBG-DR accountant. All persons 
performing the reconciliation must initial and date the reconciliation to indicate 
approval. 

CDBG-DR dollars cannot be placed in a petty cash fund. 

Written definition and delineation of duties among key personnel involved in 
financial transactions. – An accounting policy and procedures manual that includes: 
Specific approval authority for financial transactions and guidelines for controlling 
expenditures; A set of written procedures for recording of transactions; and A chart 
of accounts. – Adequate separation of duties so that no one individual has authority 
over a financial transaction from beginning to end. In other words, one person 
should not have responsibility for more than one of the following functions: 

Authorization to execute a transaction. Recording of the transaction. Custody of the 
assets involved in the transaction. – Hiring policies ensuring that staff qualifications 
are commensurate with job responsibilities. – Control over assets, blank forms and 
confidential documents so that these types of documents are limited to authorized 
personnel only. Periodic comparisons of financial records to actual assets and 
liabilities (i.e., reconciliation). In cases where discrepancies are found, corrective 
action must be taken to resolve such discrepancies. 

PURCHASE ORDER SYSTEM 

State’s Subrecipients must use purchase orders as required by Oklahoma Statute, 
Title 62, Contracts and Expenditures, §310.1. Please note that this is not an optional 
requirement but rather a statutory requirement. 

Unless otherwise provided by ordinance, officers, boards, commissions and 
designated employees of cities and towns, hereinafter referred to as the purchasing 
officer, having authority to purchase or contract against all budget appropriation 
accounts as authorized by law shall submit all purchase orders and contracts prior to 
the time the commitment is made, to the officer charged with keeping the 
appropriation and expenditure records or clerk, who shall, if there be an 
unencumbered balance in the appropriation made for that purpose, so certify in the 
following manor: 

I hereby certify that the amount of this encumbrance has been entered 
against the designated appropriation accounts and that this encumbrance is 
within the authorized available balance of said appropriation. 

Dated this  day of  , 20  . Encumbering Officer or Clerk of  
 . 

Provided, in instances where it is impossible to ascertain the exact amount of 
expenditures to be made at the time of recording the encumbrance, an estimated 
amount may be used and the encumbrance made in like manner as set forth above. 
Provided, no purchase order or contract shall be valid unless signed and approved 
by the purchasing officer and certified as above set forth by the officer or clerk 
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charged with keeping the appropriation and expenditure records. The clerk or 
encumbering officer shall retain and file one copy of the purchase order. 

After satisfactory delivery of the merchandise or completion of the contract, the 
supplier shall deliver an invoice. Such invoice shall state the supplier's name and 
address and must be sufficiently itemized to clearly describe each item purchased, 
its unit price, where applicable, the number or volume of each item purchased, its 
total price, the total of the purchase and the date of the purchase. The appropriate 
officer shall attach the itemized invoice together with delivery tickets, freight tickets 
or other supporting information to the original of the purchase order and, after 
approving and signing said original copy of the purchase order, shall submit the 
invoices, the purchase order and other supporting data for consideration for 
payment by the governing board. All invoices submitted shall be examined by the 
governing board to determine their legality. The governing board shall approve such 
invoices for payment in the amount the board determines just and correct. 

As an alternative to the provisions of subsection B of this section, the governing body 
may elect to pay claims and invoices pursuant to the provisions of subsection A of 
Section 17-102 of Title 11 of the Oklahoma Statutes, which provides for the adoption of 
an ordinance to ensure adequate internal controls against unauthorized or illegal 
payment of invoices. The governing body may also authorize the chief executive 
officer or designee to approve payment of such invoices. In absence of such 
authority, the governing board shall approve payment. 

LEVERAGE FUNDS REQUIREMENTS 

The CDBG-DR program does not require match funds however if included in the 
project activity budget, must be tracked and reported. 

ALLOWABLE AND UNALLOWABLE EXPENSES 

Items that are considered allowable and unallowable expenses to your CDBG-DR 
contract. The most important thing to remember is that you can only expend funds 
on the items that are listed in the detailed budget submitted with your application 
for funding. 

The budget has been reviewed and approved for funding through ODOC, therefore, 
all costs set out in the budget are considered approved. Any requests to deviate 
from the budget must be approved in writing by ODOC. Any CDBG-DR funds 
expended on items not pre- approved by ODOC will be considered disallowed 
expenses and must be paid for from local funding sources. 

Procurement for services (non-construction and construction) records will need to 
be uploaded in OKGrants system along with approval processes for review. 

FINANCIAL MANAGEMENT FILES 

The State’s official subrecipient books of record will be maintained in the OKGrants 
management system. However, the subrecipient may choose to keep traditional 
paper files for their records. 
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OKGrants Pay Advance (Requests for Funds): Advances will be initiated and 
submitted by utilizing OKGrants. Supporting documentation such as invoices and 
purchase orders must be uploaded with the submitted request. The supporting 
documentation must be maintained at the State’s Subrecipient’s office. 

Monthly Expenditure Reports: Monthly Expenditure Reports will be submitted to 
ODOC utilizing OKGrants. Along with the submitted Monthly Expenditure Report, 
supporting documentation such as cancelled checks and bank statements and 
board minutes approving the expenditure must be uploaded with private and/or 
sensitive information such as routing numbers and account numbers blacked out or 
redacted before being uploaded into OKGrants. 

Any other correspondence between the State’s Subrecipient and ODOC concerning 
the financial management of your CDBG-DR contract. Correspondence and other 
financial management documentation such as the general ledger and internal 
controls not uploaded in OKGrants must be maintained in the conventional manner 
at the State’s Subrecipient’s offices. 

Drawing Down Funds (Advance/Pay Requests) 
The Subrecipients Financial Officer (FO), in OKGrants, will complete an Advance/pay 
request within their OKGrants Contract, by entering the amount needed for all 
locally approved invoices as per the approved application budgeted activity/contract 
items.   

Once completing the Advance Request with the amounts needed per claim(s) and 
per budgeted activity and saving the information, the Financial Officer (FO) will 
upload the invoices and purchases orders and any other supporting documents 
necessary to explain the claims via OKGrants Upload Section located within that pay 
advance and save the page.   

The next step in the OKGrants system is to change the status to submit.  The 
Financial Officer’s (FO) information, time and date stamp, is recorded in the system 
as submitted. The OKGrants system will then alert the ODOC DR Staff/Programs 
Planner/Programs Representative via OKGrants Task Box that a request has been 
submitted. The Programs Planner/Programs Representative will review the 
supporting documentation for accuracy & compare against the contract budget as 
an allowable cost as well as the availability of funds.  During the review, the DR 
Staff/Programs Planner/Programs Representative may require additional 
information or may find a discrepancy when at that time, the claim will be returned 
to the subrecipient via OKGrants, alerting the subrecipient via OKGrants task box 
and email with instruction for the subrecipient located in the Message Section for 
tasks to be completed before re-submission. The DR Programs Planner/Programs 
Representative will make comments in the Notes Section of the report documenting 
the review and saves the document.   

The DR Programs Planner/Programs Representative then changes the status to 
“Approved send Advance for Payment” via OKGrants submission to the ODOC 
Financial Services Department.  The Accountant III staff located in Financial Services 
will be alerted via OKGrants receipt of a pay advance request.  The Accountant III 
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staff will review the amount submitted for each activity budget and obligation in the 
DRGR System and creates a voucher in the system.  The Accountant III will then 
print the voucher and take to the ODOC Accounts Manager for approval.  The 
remaining payment process occurs within the Financial Services Department.  This 
entire process from receipt of initial request, ODOC Review, and Process for payment 
will take approximately 10-12 days until the requested funds are deposited into the 
subrecipient’s bank account set-up for the CDBG-DR contract via EFT.  This process 
repeats for each Pay Advance Request submitted by the subrecipient.  (NOTE: The 
subrecipient’s Authorized Official (AO) may perform the Advance in place of the 
Financial Officer (FO).  The subrecipient may also set-up an authorized “writer” who 
may assist with preparing the Advance and upload documents, but the Authorized 
Official/Financial Officer must log-in, review and submit the request).  

CDBG Monthly Expenditure Reports 
The Subrecipient’s designated Financial Officer (FO) in OKGrants will initiate and 
prepare a Monthly Expenditure Report to be submitted via OKGrants by the 4th of 
every month. The report will reflect the activity expenditures and cash balance of 
budgeted funds.  Before changing the status to submit, the subrecipient shall 
provide evidence of the expenditure within the upload section of the expenditure 
report and save. Supporting documents should include cancelled checks redacting 
the account number, board minutes approving payment of the invoices, and/or a 
certified ledger/spreadsheet reflecting all expenditures.  The Financial Officer (FO) 
submits the report in OKGrants time and date stamped.  The Programs Planner 
receives an alert via OKGrants Task Box that a report has been submitted for review. 
The Programs Planner reviews the report for accuracy against all funds drawn per 
activity and notes any discrepancy or Cash on Hand as well as review of the 
supporting documentation.  

The ODOC Programs Planner will make comments in the Modification Comments 
section of the report if changes are required. The report will be checked for accuracy 
and timeliness by the Programs Planner by checking that all funds expended match 
the drawdown requests in OKGrants every month and subrecipients are meeting 
their expenditure milestones. If a discrepancy is noted, the Programs Planner will 
return the report to the subrecipient via OKGrants Task Box Notification for 
corrections.  The subrecipient will have seven (7) calendar days to revise any 
discrepancy. If subrecipients do not resubmit a revised report within seven (7) 
calendar days, the Programs Planner will contact the subrecipient and provide 
technical assistance in order to resolve any issue related to the monthly expenditure 
report. Finally, the Programs Planner will change the status to submit the 
Expenditure Report via OKGrants notification to Financial Services to confirm the 
expenditure to their system records.  The Programs Planner will also report the 
expenditure in the HUD DRGR system where the draws are reported as well. 

HUD Contract Reporting Template: Subrecipients will also upload the HUD 
Contract Reporting Template every month. The subrecipient’s Financial Officer (FO) 
shall submit a completed report as well as any supporting documents as an upload 
to OKGrants with the Monthly Expenditure Report also due by the 4th of month. 



2019 CDBG-DR Policies and Procedures Manual 228 
 

ODOC Programs Representative will review the HUD contract report submissions 
every month and summarize the reports for the CDBG-DR website. The programs 
representative will then send the summary to the Marketing Manager, Bryan Boone, 
to post the summary to the website. 

Monthly Check-In for Timely Expenditure: In addition to the Monthly Expenditure 
Report and HUD Contract Reporting, the subrecipient must complete a virtual 
monthly check-in. The subrecipient completes this check-in by answering additional 
questions at the end of the Monthly Expenditure Report in OKGrants. The Monthly 
Check-in is required with the Monthly Expenditure Report by the fourth of every 
month. The responses to these questions will be reviewed with the Monthly 
Expenditure Report. Completing the monthly check-in via OKGrants meets the 
monthly requirements of the Timely Expenditure Plan. 

CDBG Quarterly Performance Reporting 
On a quarterly basis, subrecipients must submit a report to the ODOC Programs 
Planner and Programs Representative via OKGrants by completing and uploading 
the “CDBG-DR Program Quarter Performance Report” (QPR) form/template located 
as an attachment to this guide due on the 4th of April, July, October, and January 
until closeout documents are submitted.  

The Report shall be completed to reflect the expenditure and accomplishment 
metrics for the quarter.  Information such as performance on contracts, program 
income, overall LMI benefit, and total number of beneficiaries to an activity must be 
provided on the QPR form. Expenditure and Accomplishment metrics on DRGR, as 
well as projected accomplishments outlined in the subrecipient’s contract, will be 
compared with quarterly reports to ensure that subrecipients are meeting projected 
milestones. Programs Planner and Programs Representative will use all uploaded 
documents from subrecipients on OKGrants to check the accuracy of the report 
submitted.  

The Quarterly Performance Reports will ensure timeliness by requiring subrecipients 
to submit “Cumulative Actual Total” amounts versus “Expected Total” amounts for 
accomplishments. This allows the Programs Planner and Programs Representative 
to identify what project milestones the subrecipient has and has not completed and 
note the timeliness of the subrecipient’s projects. Using these reports, the Programs 
Planner and Programs Representative can provide Technical Assistance to 
subrecipients that are not meeting their Expected Total accomplishments. The 
Programs Planner and Programs Representative will contact any subrecipient that 
has not met their Expected Total for any accomplishment within the QPR. If a 
subrecipient does not meet their Expected Totals for two (2) consecutive quarters, 
the Programs Planner and Programs Representative will require a technical 
assistance meeting and an evaluation of project milestones for the subrecipient.  

The ODOC Programs Planner  and Programs Representative will receive the most 
recent Monthly Expenditure Report for review along with the DRGR expenditure and 
accomplishment metrics and Subrecipient Quarterly Report and Contract Reporting 
Template, as well as all supporting documentation (Supporting documents should 
include cancelled checks redacting the account number, board minutes approving 
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payment of the invoices, and/or a certified ledger/spreadsheet reflecting all 
expenditures) as provided in the uploads section of OKGrants.  The Programs 
Planner and Programs Representative will make comments in the Notes Section of 
the Subrecipient Quarterly Report, documenting the review, save and submit the 
report as noted in the OKGrants System. They will also review all reports and 
supporting documentation to ensure that all information received by ODOC is 
consistent throughout the reports and documents. Programs Planner and Programs 
Representative will then send the QPR to the Accountant III to report that Program 
Income has been reported as earned and/or expended. Accountant III will keep an 
internal record of subrecipient program income for ODOC.  Additional grant funds 
for subrecipients cannot be drawn until all program income has been reported as 
expended (Note: Program Income reporting is further outlined in the following 
section).  

The ODOC Programs Planner will use all Monthly Expenditure Reports, the DRGR 
expenditure and accomplishment metrics, Subrecipient Quarterly Reports, Contract 
Reporting Templates, as well as all supporting documentation (as provided in the 
uploads section of OKGrants), to report activity accomplishments and program 
income in the DRGR Quarterly Performance Report and Contract Reporting 
Template due by the 30th of the month following the Quarter to HUD.  NOTE: The 
current Quarter Report template is subject to changes as additional data may be 
required as the program activities are developed. 

 

Timely Expenditure Plan  
As per 83 Federal Register Notice 5844 dated February 9, 2018, the Oklahoma 
Department of Commerce (State) as the Grantee must expend 100 percent of its 
allocation of CDBG-DR funds on eligible activities within Six (6) years of HUD’s 
execution of the initial grant agreement with the State.   For the State to meet this 
requirement, the DR Staff will provide technical assistance to each subrecipient with 
following the policies and procedures of the program requirements & guidelines to 
meet the milestones for all activity(s) from contract award through contract 
closeout. 

Each subrecipient will have specific milestones identified in the award agreement. 
This may include, but not limited to, the following milestones:  

• Complete the Environmental Review and Release of Funds within 4 months 
(120 days) for each activity 

• Award a construction contract for each activity within 9 months (270 days) 
• Each subrecipient agreement will have milestones established in Contract 

Part III; Special Conditions. Subrecipients are required to meet the milestones 
and expenditure deadlines established in the subrecipient agreement; 

• Expend all funds 6 months (180 days) before the ODOC-HUD expenditure 
deadline  

To stay on track with expenditures and in addition to the Financial Policies 
contained in this guidance for pay advance/draws and expending funds including 
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program income, the subrecipient shall follow a strict expenditure timeline as 
outlined below.  

NOTE:  In the event that an activity is stalled or cannot be completed for any reason, 
(e.g., cannot be cleared environmentally or cannot acquire required property), the 
ODOC/CD Programs Planner and Programs Representative shall contact the 
subrecipient immediately for a possible resolution as the funding for that activity 
may be in jeopardy. Programs Planner and Programs Representative will ensure 
awareness of such delays through desk monitoring of documents uploaded by 
subrecipients and consistent subrecipient meetings and check-ins as outlined 
below.  

Programs Planner and Programs Representative will review the monthly check-in 
submitted via OKGrants to ensure timeliness of projects and to ensure that 
subrecipients are meeting activity milestones. The Monthly Check-in can be 
completed by the subrecipient by answering several questions on the Monthly 
Expenditure Report. While completing these check-ins, subrecipients will address 
any changes in construction and non-construction activities, which may include, but 
are not limited to, the following: 

• Award budget, expenditures and reimbursements, and progress to date   
• Change in the scope or the objective of the project or number of projects 

within the program. 
• Stalled/halted projects (i.e., started projects with no expenditures) - 

Reallocation/reprogramming of funds committed to projects that have been 
stalled for 2 months (60 days) or with starts that are delayed and present 
feasibility questions. 

• The transfer of funds budgeted for participant support costs as defined in 
§200.75, Participant support costs, to other categories of expense.  

• Unless described in the application and funded in the approved Federal 
awards, the sub-awarding, transferring or contracting out of any work under a 
Federal award, including fixed amount subawards as described in §200.332, 
Fixed amount subawards (this provision does not apply to the acquisition of 
supplies, material, equipment or general support services).  

Amendments to project applications, allocations, and grant agreements will be 
made as appropriate based impact to the grant.  

For all subrecipient activities, the ODOC DR Programs Planner/Programs 
Representative tracks each budgeted activity’s draws and expenditures through 
desk monitoring in the OKGrants system as well as the HUD DRGR system.  To assist 
with this task, the Programs Planner will run a consolidated report from the 
OKGrants system by the 11th of every month to determine total amount of funds 
spent for each subrecipient and determine any remaining funds from the last draw, 
often referred to as cash on hand (COH).  

Note that a 15-day expenditure rule will be followed and implemented by ODOC for 
CDBG-DR among its subrecipients and can found in in Requirement No. 406 Section 
2.2.3 and in accordance with 83 FR 5844.The Programs Planner will review the COH 
report and contact the subrecipient to find out if the funds have been expended and 
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need to be reported or request for the funds to be returned to ODOC to be drawn at 
a later time.  If funds are returned, the Programs Planner, will enter the repayment 
amount into ODOC’s grant management system OKGrants, contact the Accountant 
III, and then the Accountant III will make a voucher revision in the DRGR system 
(putting the funds back to that contract). Unexpended funds returned to ODOC will 
either be applied to the next need of funding for grant or be returned to the line of 
credit.  

Alternatively, if a Subrecipient's does not spend funds within the 15-day expenditure 
deadline and does not return the COH within three (3) days of the expenditure 
deadline, this will prompt the ODOC Programs Planner, and Programs 
Representative, to prepare a notification to the subrecipient for a “COH findings 
letter” and the subrecipient will be required to return the COH within two (2) days of 
receiving this letter (a total of twenty (20) days from the initial draw). Failure to meet 
this deadline will result in an additional notification letter that the subrecipient will 
be on a “reimbursement only status” for the remainder of the contract, meaning 
that, the subrecipient will pay all future invoices received for the project activity from 
sources other than the grant funds and will be reimbursed through normal advance 
requests through OKGrants and a technical assistance visit with ODOC staff will be 
required and scheduled. Failure to meet any and all future deadlines required of the 
subrecipient will result in possible de-obligation and/or restrictive funding for any 
future grants applied for through the Oklahoma Department of Commerce. 
Implementing a strict expenditure policy with repercussions along with ODOC 
oversight will maintain program compliance for timely expenditures.  

Any issues other than the expenditure deadlines noted in the consolidated report 
will require the Programs Planner to contact subrecipients and resolve such issues 
in a timely manner. Subrecipients will have seven (7) calendar days to resolve and 
resubmit any reports or documentation necessary. Because consolidated reports 
and monthly expenditure reports are due monthly, the Programs Planner/Programs 
Representative will use these reports to track issues prior to the submission of 
quarterly progress reports to ensure that subrecipients are meeting all milestones. 
Due to the monthly expenditure deadline of the 4th of every month and the 
consolidated report run on the 11th, it will be unlikely that the Programs Planner will 
be able to communicate with subrecipients before the consolidated report is run. 
The Programs Planner will communicate to subrecipients so they can resolve any 
issues within two (2) business days from the time the consolidated report is run. 

 

SUBRECIPIENTS OF NON-CONSTRUCTION (3 YEAR) CONTRACTS 

Each subrecipient will have a unique expenditure and project milestone timeline in 
Contract Part III, Special Considerations. All Non-construction contracts will be for 
three (3) years and adhere to the timelines outlined in Contract Part III, Special 
Considerations. Each contract may have requirements such as: 

• Complete the Environmental Review and Release of Funds within 4 months 
(120 days) for each activity; 
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• Award a construction contract for each activity within 9 months (270 days); 
and 

• Expend all funds 6 months (180 days) before the ODOC-HUD expenditure 
deadline. 

SUBRECIPIENTS OF CONSTRUCTION (5 YEAR) CONTRACTS 

Each subrecipient will have a unique expenditure and project milestone timeline in 
Contract Part III, Special Considerations. All Construction contracts will be for five (5) 
years and adhere to the timelines outlined in Contract Part III, Special 
Considerations. Each contract may have requirements such as: 

• Complete the Environmental Review and Release of Funds within 4 months 
(120 days) for each activity; 

• Award a construction contract for each activity within 9 months (270 days); 
and 

• Expend all funds 6 months (180 days) before the ODOC-HUD expenditure 
deadline. 

ODOC/CD will ensure timeliness for projects from the start by including 
performance milestones and penalty language in the contracts with subrecipients. 
Performance milestones will include expenditure and construction progress 
deadlines and consequences for non-compliance. Penalty language will include 
direct consequences for missed milestones.  Additionally, the expenditure deadlines 
will be set to occur prior to the contract expiration date, allowing subrecipients to 
ensure beneficiary data is reported prior to the contract expiration date.    

As outlined above, the combination of OKGrants and DRGR are used by ODOC/CD to 
manage the grant allocations, obligations, and expenditures. All CDBG-DR programs 
and projects will be tracked in OKGrants and appropriate parties involved in a 
specific project will have access to the relevant files and information. Subrecipients 
and contractors will submit funds requests through OKGrants. In addition to the 
signed funds requests form(s), subrecipients upload required back up 
documentation including scanned copies of contracts, invoices, inspection reports, 
timesheets and other documentation outlined in the contract. OKGrants produces 
monthly consolidated reports to inform ODOC/CD of program and project progress.     

Project and fund request tracking provides ODOC/CD staff with monthly and 
quarterly detail on activities. This allows ODOC/CD to:  

• Review and process expenses against eligible reimbursements provided by 
subrecipients and draw down expenditures in DRGR on a quarterly 
reimbursement basis.    

• Monitor the progress of activities in order to address any delay in production 
which could lead to the slow expenditure of funds.  

o Change in the scope or the objective of the project or number of 
projects within the program.   

o Reallocation of funds from a project that has halted in either project 
activities or expenditures for two (2) months, or a 25 percent reduction 
in program staff time dedicated to project   management activities.  
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o The transfer of funds budgeted for participant support costs as defined 
in §200.75, Participant support costs, to other categories of expense.  

• The transfer of funds budgeted for participant support costs as defined in 
§200.75, Participant support costs, to other categories of expense.  

All obligations and expenditures for the grant will be accounted for in OKGrants. 
OKGrants will track the grant for the duration of the period of performance from 
HUD.   

Recapture Policy 
The below explains the different DR Grant Fund Recapture/De-obligation/Re-
allocation procedures between ODOC and the subrecipient during a voluntary or 
involuntary situation.  

If a subrecipient decides to voluntarily return their grant, ODOC requires the 
subrecipient to initiate a closeout in OKGrants and upload an official letter signed by 
the top local elected official stating they would like to voluntarily return the contract. 

The subrecipient will also be required to fill out the Closeout Certification page 
embedded in the OKGrants system. At that point the ODOC DR Programs 
Planner/Programs Representative reconciles the financial records to see if any CDBG 
funds had been drawn and expended. If no funds were drawn or expended then the 
ODOC DR program representative sends the closeout to the ODOC DR Program 
Lead for accuracy. 

The ODOC DR Program Lead then emails Financial Services Accounts Manager that 
a contract is being voluntarily de-obligated and a recapture of said contract funds is 
subject to reallocation to another eligible DR activity. The next step would be for the 
DR Programs Planner/Programs Representative to send the closeout documents to 
ODOC financial services for their review and completion of the closeout process as 
well as work with the DR Program Lead/Planner & DR Programs Planner/Programs 
Representative in the budget/obligation process in DRGR as necessary to re-purpose 
the de-obligated funds in a timely manner to eligible DR activities. 

CDBG FUNDS RECAPTURE POLICY WHEN THE PROCESS IS VOLUNTARY 
AND CDBG FUNDS WERE DRAWN 

If a Subrecipient decides to voluntarily return their grant, ODOC requires the 
Subrecipient to initiate a closeout in OKGrants and upload an official letter signed by 
the top local elected official stating they would like to voluntarily return the contract. 

The Subrecipient will also be required to fill out the Closeout Certification page 
embedded in the OKGrants system. At this point the ODOC DR Programs 
Planner/Programs Representative reconciles the financial records to see if any CDBG 
funds had been drawn and expended. If funds were drawn or expended, then the 
ODOC DR Programs Planner/Programs Representative will notify the Subrecipient 
of the amount of funds to be returned to ODOC by a given date. The Subrecipient 
would also be told that they would be ineligible for any future CDBG funding until all 
the funds drawn from the de-obligated contract were paid back to ODOC. 
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The Subrecipient would be required to also send in a revised payment request and a 
revised expenditure report that indicates the return of all CDBG funds drawn and 
expended. The ODOC DR Programs Planner/Programs Representative sends the 
closeout documents via OKGrants to the ODOC DR Program Lead to review for 
accuracy. The ODOC DR Program Lead then emails the ODOC Financial Services 
that a contract is being voluntarily de-obligated and a recapture of said contract 
funds is subject for reallocation to another eligible DR activity. The next step would 
be for the DR Programs Planner/Programs Representative to send the closeout 
documents to ODOC financial services for their review and completion of the 
closeout process as well as work with the DR Program Lead/Planner & DR Programs 
Planner/Programs Representative in the budget/obligation process in DRGR as 
necessary to re-purpose the de-obligated funds in a timely manner to eligible DR 
activities. 

CDBG FUNDS RECAPTURE POLICY WHEN THE PROCESS IS 
INVOLUNTARY AND CDBG FUNDS WERE SPENT 

When a Subrecipient does not meet the contractual requirements of their project 
then ODOC DR Program Lead will notify the Subrecipient by official letter 
notification that they are in violation of their contract (with citations provided) and 
the subrecipient is being considered for de-obligation. The Subrecipient will be given 
a deadline to respond with explanations as to why their contract should not be de-
obligated. An ODOC review committee made up of Division Director, Director of 
Programs – Planning, Director of Programs – Monitoring, DR Program Lead and DR 
Programs Planner/Programs Representative/Representative will meet and review all 
documentation that relates to the decision of whether to de-obligate or not. After 
the ODOC review committee has made their decision an official letter is sent via 
email to the Subrecipient. 

If the decision was to de-obligate the contract and if the Subrecipient had drawn 
funds then the decision letter would include a statement about paying back all 
funds drawn and expended. The Subrecipient would also be advised that they would 
be ineligible for any future CDBG funding until all the funds from the de-obligated 
contract were paid back to ODOC. 

Corrected pay requests and expenditure reports would need to be submitted to 
ODOC through OKGrants along with the required Closeout Certification Page. The 
next step would be for the ODOC Programs Planner/Program Representative to 
make sure all required documents had been reconciled and then send the closeout 
to the Director of Programs for review.  

The ODOC DR Program Lead then emails the ODOC Financial Services that a 
contract is being voluntarily de-obligated and a recapture of said contract funds is 
subject for reallocation to another eligible DR activity.  

The next step would be for the DR Programs Planner/Programs Representative to 
send the closeout documents to ODOC financial services for their review and 
completion of the closeout process as well as work with the DR Program 
Lead/Planner & DR Programs Planner/Programs Representative in the 
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budget/obligation process in DRGR as necessary to re-purpose the de-obligated 
funds in a timely manner to eligible DR activities. 

RECAPTURE POLICY WHEN IT IS INVOLUNTARY AND NO CDBG FUNDS 
SPENT 

When a subrecipient does not meet the contractual requirements of their project 
then the ODOC DR Program Lead will notify the Subrecipient by official letter 
notification that they are in violation of their contract (with citations provided) and 
the subrecipient is being considered for de-obligation. 

The Subrecipient will be given a deadline to respond with explanations as to why 
their contract should not be de-obligated. 

An ODOC review committee made up of Division Director, Director of Programs – 
Planning, Director of Programs – Monitoring, DR Program Lead and DR Programs 
Planner/Programs Representative/Representative will meet and review all 
documentation that relates to the decision of whether to de-obligate or not. After 
the ODOC review committee has made their decision an official letter is sent via 
email to the Subrecipient. 

If the decision was to de-obligate and if no CDBG funds had been drawn or 
expended then the Subrecipient would be informed that ODOC would be 
performing a One-page closeout and nothing further would be necessary for them 
to do. They would also be informed that they would be eligible to apply for future 
funding when the next eligibility period occurs. 

The ODOC DR Programs Planner/Programs Representative will fill out the One-Page 
Closeout in OKGrants, upload all pertinent documentation and send the closeout to 
the ODOC DR Program Lead for review. The ODOC DR Program Lead then emails 
the ODOC Financial Services that a contract is being de-obligated and a recapture of 
said contract funds is subject for reallocation to another eligible DR activity.  

The next step would be for the DR Programs Planner/Programs Representative to 
send the closeout documents to ODOC financial services for their review and 
completion of the closeout process as well as work with the DR Program 
Lead/Planner & DR Programs Planner/Programs Representative in the 
budget/obligation process in DRGR as necessary to re-purpose the de-obligated 
funds in a timely manner to eligible DR activities.  

RECAPTURE POLICY WHEN CONTRACT HAS BEEN CLOSED 

If ODOC receives a contract closeout document because all activities have been 
completed (checklist & supporting documents in OKGrants and a final expenditure 
report), those documents provide that all budgeted funds drawn were expended 
and that any remaining contract funds is a recapture and the activity should be 
reduced to the drawn & expended amount, reducing the budget and obligation in 
the DRGR system, thus becoming “un-obligated” in order for possible re-allocation 
to another contract, either current or new activity (see Timely Re-use of Funds-
Recapture Spreadsheet). 
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REPROGRAMMING OF RECAPTURED FUNDS 

In the event that obligated funds are recaptured for any of the aforementioned 
reasons, ODOC/CD will make every effort to reprogram funds for another CDBG-DR 
eligible activity. In the event that funds are recaptured with substantial time to 
reprogram funds, ODOC/CD will execute the following steps in order to delegate 
funds to the most necessary project: 

• Identify projects within the same category of funds and activity type- If funds 
were recaptured for a project for the restoration or repair of Low-Income 
Multi-family housing, identify other projects that serve this same need. 

• If projects within the same category of funds and activity type are not 
available, identify projects that support a similar need- If multi-family housing 
projects cannot be identified, look for projects that support overall housing 
needs identified by the unmet needs survey. 

• If projects cannot be identified that support the same category of funds and 
support identified unmet needs through needs survey, identify projects that 
support the MID areas and support LMI persons.  

If another project can be identified and funds can be reprogrammed in a timely 
manner, ODOC/CD will enter into a contractual agreement with the subrecipient 
and include project milestones and penalty language in any contracts between the 
two parties. All requirements of subrecipients will be required for the new 
subrecipient receiving reprogrammed funds.  

For any recapture of grant contract funds, ODOC will try to re-allocate the grant 
funds to another eligible DR activity that can be completed within the expenditure 
deadline as provided in the Federal Register for this allocation.  If there are no viable 
projects or activities that can be provided these recaptured funds, then the amount 
will remain unobligated and subject to recapture by HUD.  There are situations that 
cause for a de-obligation of grant funds that may not be prevented or remedied 
between both parties, such as a Duplication of Benefits, the proposed project 
developed an environmental situation, the Subrecipient cannot meet it contractual 
duties for some reason or no resolution can be determined to continue the project.  
ODOC will perform due-diligence to resolve a situation before a de-obligation 
occurs.  De-obligation or recapture of funds could also mean remaining funds that 
weren’t used after completion of the DR project, as in the project came in under 
budget or a violation to a requirement was found during an ODOC Monitoring, 
would require a re-payment of partial or complete return of the DR contract award. 

Reprogramming of recaptured funds could trigger a substantial amendment. This 
could be due to reallocating over ten percent (10%) of funds to another project or 
activity (set at $3.6 million) or the addition or deletion of an activity. The 
reprogramming of funds could also change the overall benefit requirement for 
CDBG-DR funds to benefit at least 70% of Low-to-Moderate-Income Individuals. In 
order to maintain the allocated funds for each activity and meet the required 
National Objective, ODOC/CD will make every effort to identify projects that fit 
within the same scope of work and meet all necessary Federal requirements. In the 
event that this is not possible, ODOC/CD may be required to submit a substantial 
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amendment, adhering to all public hearing and public comment periods, and 
recalculate the overall LMI benefit.  

Audit Requirements 
Each ODOC contract includes an audit requirement. Several factors affect the audit 
that is required including:  Oklahoma Administrative Code Title 150 Chapter 1 
Subchapter 21 (See Exhibit) establishes the policy and procedures for the audit of 
state and federal funds administered by the Oklahoma Department of Commerce 
(ODOC). If a subrecipient receives $25,000 or more during a fiscal year, it is required 
by Oklahoma State Statute (See Exhibit) to have an audit prepared and filed with the 
State Auditor and Inspector (SA&I). When such funds are awarded through the 
Oklahoma Department of Commerce, a report also needs to be submitted to ODOC. 

If a subrecipient expends a total of $750,000 or more in Federal awards during the 
fiscal year, a Single Entity Audit or program specific audit in accordance with the 
provisions of 2CFR part 200, Subpart F, Audit Requirement, needs to be conducted 
and the report must be submitted to ODOC within thirty (30) days of completion of 
report but no later than nine (9) months after the end of the contractor’s fiscal year. 
After receipt of an audit, the Department has six months to review the audit and 
take appropriate action if necessary. 

State’s Subrecipients should consult with ODOC and the ODOC Audit Policies and 
Procedures Manual for specific guidance. 

Audits are required to be uploaded on OKGrants in a PDF file by the sub recipient. 

 

Program Income Policy 
Program income is defined as gross income generated from the use of CDBG-DR 
funds, and received by a State or a subrecipient of a State. When income is 
generated by an activity that is only partially assisted with CDBG-DR funds, the 
income shall be prorated to reflect the percentage of CDBG-DR funds used. 
Program Income is also defined as the amount of revenue received in a single year 
which is greater than or equal to $35,000, as program income generated from a 
CDBG-DR federally funded project, it is subject to all federal requirements. (See 2 
CFR 200.307, 24 CFR Part 570.489 & 570.504, 85 Federal Register Notice 5844, Friday 
February 9, 2018; the Title I HCD Act of 1974, and the CDBG regulations at 24 CFR 
Part 570). 

ODOC is required to receipt program income payments, including general program 
income returned to the CDBG-DR program and general local program income 
retained by the unit of general local government (UGLG) in the Disaster Recovery 
Grant Reporting System (DRGR). As a nationwide database, DRGR provides HUD 
with current information regarding the program activities underway across the 
nation, including funding data. The DRGR system will automatically display the 
amount of program income receipted, the amount of program income reported as 
disbursed, and the amount of grant funds disbursed in the DRGR Quarter Program 
Report (QPR). The DRGR system requires subrecipients to use program income 
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before drawing additional grant funds.   In order to obtain this information for 
tracking and reporting to HUD, the subrecipient is required to report Program 
Income on the quarterly Report Form attached to this guide and upload with the 
monthly expenditure report which will be processed by the ODOC DR Programs 
Planner/Programs Representative to Financial Services for tracking in the financial 
system. (Refer to the Program Income Policy for Subrecipients (below) for further 
instructions). 

Based on CDBG-DR programs, it is unlikely that any CDBG-DR projects will generate 
program income. In the event that any program income is generated in connection 
with a subrecipient’s administration of the CDBG-DR funding, such funds will remain 
with the subrecipient and expended under the method of distribution annotated 
below and within the Action Plan. If the subrecipient cannot successfully fulfill this 
program income obligation, the State will assume the program income and 
reallocate the funds based on its then current method of distribution as described in 
the applicable Action Plan.  

Program income—use, close out, and transfer, (1) Program income received (and 
retained, if applicable) before or after close out of the grant that generated the 
program income, and used to continue disaster recovery activities, is treated as 
additional CDBG–DR funds subject to the requirements of this notice and must be 
used in accordance with the State’s action plan for disaster recovery. (2) In addition 
to the regulations addressing program income found at 24 CFR Part 570.489(e) and 
570.504, the following rules apply: The State may transfer program income to its 
annual CDBG program before closeout of the grant that generated the program 
income. In addition, the State may transfer program income before closeout to any 
annual CDBG-funded activities carried out by a local government within the State. 
Program income received by the State after the close out of the grant that 
generated the program income might also be transferred to the State’s annual 
CDBG award. In all cases, any program income received that is not used to continue 
the disaster recovery activity will not be subject to the waivers and alternative 
requirements of this notice. Rather, those funds will be subject to the State’s regular 
CDBG program rules. 

PROGRAM INCOME POLICY FOR SUBRECIPIENTS 

Program income is money received by the State’s Subrecipient’s, in the amount of 
$35,000 or more per year that has been generated from the use of CDBG-DR funds. 
[Federal Register Notice Friday February 9, 2018 (83 FR 5844); and 24 CFR part 570, 
Subpart I, § 489(e)] and 570.504.  Program income is not the initial receipt of CDBG-
DR funds, but money made from the use of those funds. Examples of program 
income are:  Proceeds from the sale of real property purchased or improved with 
CDBG-DR funds; proceeds from the sale of equipment purchased with CDBG-DR 
funds and gross income from the use of real or personal property acquired with 
CDBG-DR funds, less the costs incurred in creating the program income; and 
payment of principal and interest on loans made using CDBG-DR funds. 

If the State’s Subrecipient earns less than $35,000 per year from the use of CDBG-DR 
funds, such earnings are not considered program income. The State’s Subrecipient 
may keep any amount less than $35,000 for its own use; however, the State’s 
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Subrecipient is encouraged to use it for community development disaster related 
activities. 

Any revenue received by the State’s Subrecipient in the amount of $35,000 or more 
per year must be reported to ODOC.  In order to obtain this information for tracking 
and reporting to HUD, the subrecipient is required to complete the Program Income 
Section of the Quarterly Reporting Form attached to this guide and upload with the 
monthly expenditure report in OKGrants.  This form will reflect the amount 
earned/received per program activity that earned the funds as program income and 
will be reported in the DRGR system by the ODOC Programs Planner/Programs 
Representative.  Any amount reported as earned must also be reported as expended 
per eligible program activity before additional grant funds can be drawn.  The ODOC 
DR Programs Planner/Programs Representative will review the form submitted and 
may request supporting documentation as necessary.   As Noted in the Quarterly 
Reporting Section:  The Programs Planner,  and Programs Representative,  will make 
comments in the Notes Section of the report, documenting the review, saves and 
submits the Expenditure Report as noted for that report as well as note to the 
Accountant III that Program Income has been reported as earned and/or expended 
to be reflected and provided on an additional tracking spreadsheet as noted, 
additional grant funds cannot be drawn until all program income has been reported 
as expended.  The Programs Planner/Programs Representative will have 
downloaded the Quarterly Report and any supporting documents to be used to 
report activity accomplishments and program income in the DRGR Quarterly 
Performance Report due by the 30th of the month following the Quarter.  This report 
will also contain a HUD Contractor Reporting Template, containing a listing and 
detailed information for all of the contracts executed and reported during the 
quarter and will be listed/updated on the ODOC website on a quarterly basis. 

Additionally, the following will also apply to Program Income for Single Family 
Housing Rehab Activity:  The program activity provides for forgivable loans used to 
fund repairs of homes and residential structures impacted by disaster. Housing 
rehabilitation activities under this Program is limited to unfunded or unreimbursed 
owner-occupied housing damage resulting from the events that occurred as 
referenced in the FEMA Notice 4438-OK Severe Storms, Straight-Line Winds, 
Tornadoes, and Flooding.  In addition, all activities under this section shall comply 
with the Supplemental Appropriations for Disaster Relief Requirements Act, 2018 
(Public Law 116-20, June 6, 2019); and the Housing and Community Development Act 
of 1974. 

Subrecipients with a housing rehab activity shall file liens on each homeowner’s 
property by providing a 5 year forgivable loan with recapture of all or a portion of the 
grant in the event of any noncompliance of the subrecipients program requirements 
during that period.  

Based on the scale (see below) thru the five (5) years, any recapture of grant funds 
shall be tracked by the subrecipient to be reported to ODOC as potential program 
income and shall be used in accordance with program income requirements.  In the 
event the funds cannot be used within the same program activity, or in the case 
funds received following a completed program activity, the funds shall be returned 
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to ODOC. ODOC will receipt the program income in DRGR and a drawdown request 
for returned excess program income will be submitted to HUD for HUD recapture. 
Please see Post Completion or Post Closeout procedures for further guidance in the 
Monitoring and Closeout Section of this guide. 

Attachments 
601 2019 CDBG-DR Subgrantee Quarterly Performance Report (QPR) 
602 Advance Request OKGRANTS EXAMPLE 
603 Monthly Expenditure Report EXAMPLE 
604 HUD Contract-Reporting-Template 
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Requirement No. 407 – Contract 
Development 
Once necessary services have been properly procured, it is time to develop the legal 
instruments necessary to establish contractual obligations and rights. This 
Requirement provides general guidance concerning the compliance aspects of 
contract administration. As with all contractual obligations, the State’s Subrecipient 
is advised to seek legal counsel regarding rights, duties, obligations and liabilities 
arising from these legal arrangements. ODOC will also provide general advice 
concerning contract administration. [See Requirement 405 for additional guidance 
on required procurement for contracts.] 

General Requirements 
Contract Format: As a general rule, contracts will include the following provisions: 

General Administrative Provisions, including effective date of contract, names and 
addresses of the parties to the contract, reference to the authority of the local unit of 
government to enter into the contract, conditions and terms for violation or breach 
of the contract and procedures for contract amendment; 

Scope of Services, including a detailed description of the work to be performed 
and/or products to be delivered, the schedule for performance and specification of 
materials; 

Method of Compensation, including fee or payment schedules, retainage, rates and 
maximum amounts payable; 

Special Conditions, including provisions mandated by State and Federal law. 

Contract Provisions 
There are essentially two issues, which are critical to ensure compliance with the 
CDBG-DR Program and upon which ODOC will focus its review: 

Consistency of the contract with the requirements of the contract agreement 
between ODOC and the State’s Subrecipient. This is particularly true of those terms 
and conditions involving scope of project, implementation schedules and method 
and amount of payments. The contract agreement between ODOC and the State’s 
Subrecipient is the "master" contract with which all subsequent contracts between 
the State’s Subrecipient and any construction contractors must be consistent and 
with which they must comply; 

Inclusion of specific provisions required by State and Federal law. These provisions 
are dependent on a combination of: 

Whether the contract is for construction or non-construction, i.e., professional 
services such as administration, accounting, legal, etc. [24 CFR 85.36(L)]; 

The dollar value of the contract; and statutory mandates. 
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Specific Requirements 
NON-CONSTRUCTION CONTRACTS 

The State’s Subrecipient should carefully review the citations noted in Attachment 
22 to determine which provisions will be required in any non-construction contract 
utilized during the course of the project. [See Requirement 404 for affirmative 
action, Section 504 and Section 3 requirements.]. 

CONSTRUCTION CONTRACTS 

The construction contract will include all items included in the bid package as well 
as the standard terms and conditions, construction contractor certifications and 
bond and insurance forms. As this is a legal document, the State’s Subrecipient is 
strongly advised to consult legal counsel and obtain the attorney's signed letter 
certifying the review of documents. Remember: Neither the cost-plus-a-percentage 
nor percentage-of- construction cost method of contracting is allowed. 

Depending on the amount of the contract, various contract clauses must be utilized 
in CDBG-DR project contracts. Most of the specific clauses included in this chapter 
are required only if the project is in excess of $10,000. A matrix has been compiled to 
assist in selecting the most appropriate package of contract clauses. The State’s 
Subrecipient must determine the specific CDBG-DR Program statutory 
requirements with which they must comply. 

The State’s Subrecipient should be concerned with both the body of the contract as 
well as the compliance requirements that are frequently included as exhibits to the 
base contract. Review the following for inclusion in the contract text: 

1. Parties to the agreement; 
2. Project location; 
3. Scope of services; 
4. Financial commitments; 
5. Starting and ending dates; 
6. Performance schedule and milestones; 
7. Contract representatives: 

a. State’s Subrecipient; 
b. Construction contractor; 
c. Subcontractor(s). 

8. Conflict of interest; 
9. Reporting requirements; 
10. Suspension clause; 
11. Incorporation of attached requirements [Requirement 

404, Affirmative Action, Section 504 and Section 3 
requirements.] 

12. Signatures. 
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The State’s Subrecipient and the contractor, when applicable, shall submit to ODOC 
a Section 3 Summary Report and a Final Wage Compliance Report as part of the 
closeout documents. 

Additional areas that are required by the Federal government and must be 
incorporated in the contract can be found at http://www.dol.gov/ofccp/. Those which 
require specific language, and which must be inserted verbatim into the contract 
are noted. These paragraphs advise construction contractors that they must comply 
with specific Federal laws pertaining to the environment, civil rights, labor and other 
laws attached to the CDBG-DR legislation. 

Note: ODOC will review the contract only to ensure compliance with CDBG-DR and 
other Federal requirements. This review will occur during a scheduled monitoring or 
technical assistance visit. It is the State’s Subrecipient's responsibility to ensure that 
all State and local contract requirements are complied with. While ODOC will 
provide assistance to State’s Subrecipients, including sample contracts, ODOC 
accepts no responsibility for errors or omissions in any contracts between the State’s 
Subrecipient and any construction contractor. 

 

Bonding 
Bonds are negotiable instruments required from construction contractors as a form 
of insurance. State law requires that, for project contracts over $50,000 construction 
contractors must secure a maintenance bond, a performance bond and a payment 
bond from surety companies. [61 O.S. §113] These surety bonds are then turned over 
to the State’s Subrecipient to protect against situations such as: 

• Construction contractor bidding low and then, prior to contract execution, 
requesting a price adjustment due to "unforeseen" events; 

• Work not completed as specified and/or the construction contractor refusing 
to finish the work without a change order or price escalation; 

• Laborers or subcontractors not being paid for work and suing the State’s 
Subrecipient to recover their loss; or 

• Payment of liquidated damages arising from labor standards violations; 
• Bonding requirements must be satisfied prior to finalizing contract award. 
• The law also requires that construction contractors provide public liability and 

workers' compensation insurance during construction in reasonable amounts. 

10-Day Call and Notice of Contract Award 
10 DAY CALL 

Subrecipients must contact CDBG-CV Staff ODOC by e-mail or by documented 
telephone call 10 days prior to bid opening to determine if wage decisions included 
in the bid document are still current. If rates have changed, this information must be 
included in an addendum, which will allow prospective bidders to amend their bids. 
The State’s Sub-recipient must document the 10- day call for the CDBG-CV file. 
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When seeking approval of the 10-day call, subrecipients will be required to email the 
CDBG-DR Staff to confirm the wage rates have not changed. The email should 
include the wage decision number, modification number and last revised 
publication date. For example, OK20220035, Mod #3, 09/02/2022 

 

NOTICE OF CONTRACT AWARD 

The Notice of Contract Award is a formal method whereby the State’s Subrecipient 
reports the execution of contracts and subcontracts to ODOC. 

The Contractor shall commence actual construction of the funded project within 270 
days from contract date on all construction contracts. 

The Contractor shall commence actual construction of the funded project within 120 
days from the Release of Funds date on all 3-year contracts. 

The State’s Subrecipient Information section of the Notice of Award includes type of 
trade, business ownership, and racial, ethnic, minority and Section 3 status. Please 
submit this form to ODOC within seven (7) days of execution by all parties.  

The Notice of Award must be uploaded in OKGrants in Release of Funds module, 
with appropriate status change as necessary with a generated email notification to 
the ODOC DR Programs Planner/Programs Representative that the upload is 
complete. Please note that ODOC will not process a payment for construction funds 
until the Notice of Award has been received.  After receipt of the Notice of Award, the 
contract information will be transferred to many reports to HUD, including a 
Quarterly Contractor Reporting Template required to be uploaded by the ODOC 
Programs Planner/Programs Representative on the ODOC website for Disaster 
Recovery on a quarterly basis as required in the FR Notice, as well as information 
necessary for completing the Semi-Annual Labor Standards Report, Minority and 
Women owned business report, and Section 3 Report for the Disaster Recovery 
program.  

Interlocal Agreements with Subrecipient 
It is not uncommon for the State’s Subrecipient to carry out project activities 
through a sub grantee. A sub grantee is defined as a public or private non-profit 
agency, authority or organization or other eligible entity provided CDBG-DR funds to 
carry out eligible activities on behalf of the State’s Subrecipient, rather than directly 
and immediately by the State’s Subrecipient. If a State’s Subrecipient plans to carry 
out eligible activities in conjunction with another entity, the State’s Subrecipient’s 
legal counsel needs to review the Inter-local Cooperation Act [74 O.S. 31-1001 et. seq.] 
A typical example might include a rural water district developing new or expanded 
water service to the City/Town/County residents. 

The State’s Subrecipient can make interlocal agreements with out-of-state entities 
and are subject to the competitive bidding rules of the Central Purchasing Act.  

The most likely scenario under which a State’s Subrecipient would opt to utilize a 
sub grantee is when they (the State’s Subrecipient) wish to support certain eligible 
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activities that are either being carried out or are the primary responsibility of some 
agency outside the State’s Subrecipient. In effect, the State’s Subrecipient's goals 
coincide with the sub grantees and it usually makes more sense to utilize the 
capacities of an existing organization rather than create the apparatus necessary to 
carry out project activities. 

When is an entity not a sub recipient? An organization or individual is not 
considered a sub recipient if the assistance is: 

• For the purpose of housing rehabilitation; 
• For the purpose of relocation payments and assistance when displaced; 
• For a for-profit business in a special economic development project; or 
• Passed through an agency of the State’s Subrecipient, i.e. public authority and 

becomes the responsibility of the designated public agency of the State’s 
Subrecipient. 

The State’s Subrecipient has some latitude in selecting the sub grantee to undertake 
activities on its behalf. In most cases, the State’s Subrecipient simply designates a 
non-profit agency to carry out the activities. 

It is crucial to stress the importance of the State’s Subrecipient/sub grantee 
relationship. The State’s Subrecipient does not reduce its responsibilities by utilizing 
a sub grantee to carry out project activities. In fact, many activities cannot be 
undertaken by anyone but the State’s Subrecipient (such as environmental findings 
and requesting funds from ODOC). 

All CDBG-DR requirements are applicable to subrecipients in terms of how they 
carry out project activities (procurement, financial management, labor compliance, 
etc.). 

In order to protect the State’s Subrecipient and to ensure the sub grantee’s 
compliance with all relevant requirements, the relationship between the two entities 
must be formally defined through an agreement or contract. Such an agreement's 
purposes are to clearly establish the terms and conditions under which the CDBG-
DR funding is provided and establish a legal basis for action if those terms and 
conditions are not met. This agreement must contain the following provisions: 

1. Scope of Work in sufficient detail to provide a sound basis for evaluating 
performance in schedule and budget; 

2. Records and Reporting specifying the records that must be maintained and 
reports that must be submitted in order for the State’s Subrecipient to meet 
its own record-keeping and reporting responsibilities; 

3. Administrative Requirements specifically requiring compliance with all 
applicable uniform administrative mandates such as A-110, A-122 and A-133; 

4. Program Requirements specifying the conditions for convenience and cause; 
5. Reversion of Assets stipulating that, upon expiration of the agreement, the 

sub recipient must transfer to the State’s Subrecipient any CDBG-DR funds on 
hand and any accounts receivable. [Consistent with 24 CFR 570.503] This must 
also include provisions designed to ensure that any real property acquired or 
improved, in whole or in part, with CDBG-DR funds in excess of $25,000 is 
either: 
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a) Used to meet one of the three national objectives for at least five (5) years 
after the expiration of the agreement or longer if stipulated by the State’s 
Subrecipient; or 

b) Disposed of in manners that result in the State’s Subrecipient's being 
reimbursed in the amount of the current fair market value of the property, 
less any portion of the value attributable to non-CDBG-DR expenditures. 
(Reimbursement is not required after five years.) 

6. Cessation of the sub recipient providing remedies and procedures in the 
event the sub recipient ceases to exist; 

7. Standard Provisions required of all contracts (such as equal opportunity, 
Section 3, Section 504, labor, etc.) 

Appendix II to Part 200 – Contract Provisions for Non-
Federal ENtity Contracts Under Federal Awards 
In addition to other provisions required by the Federal agency or non-Federal entity, 
all contracts made by the non-Federal entity under the Federal award must contain 
provisions covering the following, as applicable. 

(A) Contracts for more than the simplified acquisition threshold currently set 
at $150,000, which is the inflation adjusted amount determined by the Civilian 
Agency Acquisition Council and the Defense Acquisition Regulations Council 
(Councils) as authorized by 41 U.S.C. 1908, must address administrative, 
contractual, or legal remedies in instances where contractors violate or breach 
contract terms, and provide for such sanctions and penalties as appropriate. 

(B) All contracts in excess of $10,000 must address termination for cause and 
for convenience by the non-Federal entity including the manner by which it 
will be effected and the basis for settlement. 

(C) Equal Employment Opportunity. Except as otherwise provided under 41 
CFR Part 60, all contracts that meet the definition of “federally assisted 
construction contract” in 41 CFR Part 60-1.3 must include the equal 
opportunity clause provided under 41 CFR 60- 1.4(b), in accordance with 
Executive Order 11246, “Equal Employment Opportunity” (30 FR 12319, 12935, 3 
CFR Part, 1964-1965 Comp., p. 339), as amended by Executive Order 11375, 
“Amending Executive Order 11246 Relating to Equal Employment 
Opportunity,” and implementing regulations at 41 CFR part 60, “Office of 
Federal Contract Compliance Programs, Equal Employment Opportunity, 
Department of Labor.” 

(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by 
Federal program legislation, all prime construction contracts in excess of 
$2,000 awarded by non- Federal entities must include a provision for 
compliance with the Davis-Bacon Act (40 U.S.C. 3141-3144, and 3146-3148) as 
supplemented by Department of Labor regulations (29 CFR Part 5, “Labor 
Standards Provisions Applicable to Contracts Covering Federally Financed 
and Assisted Construction”). In accordance with the statute, contractors must 
be required to pay wages to laborers and mechanics at a rate not less than 
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the prevailing wages specified in a wage determination made by the 
Secretary of Labor. In addition, contractors must be required to pay wages not 
less than once a week. The non-Federal entity must place a copy of the 
current prevailing wage determination issued by the Department of Labor in 
each solicitation. The decision to award a contract or subcontract must be 
conditioned upon the acceptance of the wage determination. The non-
Federal entity must report all suspected or reported violations to the Federal 
awarding agency. The contracts must also include a provision for compliance 
with the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), as supplemented by 
Department of Labor regulations (29 CFR Part 3, “Contractors and 
Subcontractors on Public Building or Public Work Financed in Whole or in 
Part by Loans or Grants from the United States”). The Act provides that each 
contractor or sub recipient must be prohibited from inducing, by any means, 
any person employed in the construction, completion, or repair of public work, 
to give up any part of the compensation to which he or she is otherwise 
entitled. The non-Federal entity must report all suspected or reported 
violations to the Federal awarding agency. 

(E) Contract Work Hours and Safety Standards Act (40 U.S.C.  3701-3708).  
Where applicable, all contracts awarded by the non-Federal entity in excess of 
$100,000 that involve the employment of mechanics or laborers must include 
a provision for compliance with 40 U.S.C. 3702 and 3704, as supplemented by 
Department of Labor regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the 
Act, each contractor must be required to compute the wages of every 
mechanic and laborer on the basis of a standard work week of 40 hours. Work 
in excess of the standard work week is permissible provided that the worker is 
compensated at a rate of not less than one and a half times the basic rate of 
pay for all hours worked in excess of 40 hours in the work week. The 
requirements of 40 U.S.C. 3704 are applicable to construction work and 
provide that no laborer or mechanic must be required to work in 
surroundings or under working conditions which are unsanitary, hazardous or 
dangerous. These requirements do not apply to the purchases of supplies or 
materials or articles ordinarily available on the open market, or contracts for 
transportation or transmission of intelligence. 

(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal 
award meets the definition of “funding agreement” under 37 CFR §401.2 (a) 
and the recipient or sub recipient wishes to enter into a contract with a small 
business firm or nonprofit organization regarding the substitution of parties, 
assignment or performance of experimental, developmental, or research work 
under that “funding agreement,” the recipient or sub recipient must comply 
with the requirements of 37 CFR Part 401, “Rights to Inventions Made by 
Nonprofit Organizations and Small Business Firms Under Government Grants, 
Contracts and Cooperative Agreements,” and any implementing regulations 
issued by the awarding agency. 

(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution 
Control Act (33 U.S.C.  1251-1387),  as  amended—Contracts  and  sub  grants  of  
amounts  in  excess of $150,000 must contain a provision that requires the 
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non-Federal award to agree to comply with all applicable standards, orders or 
regulations issued pursuant to the Clean Air Act (42 U.S.C. 7401-7671q) and the 
Federal Water Pollution Control Act as amended (33 U.S.C. 1251-1387). 
Violations must be reported to the Federal awarding agency and the Regional 
Office of the Environmental Protection Agency (EPA). 

(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A 
contract award (see 2 CFR 180.220) must not be made to parties listed on the 
government-wide exclusions in the System for Award Management (SAM), in 
accordance with the OMB guidelines at 2 CFR 180 that implement Executive 
Orders 12549 (3 CFR part 1986 Comp. 189) and 12689 (3 CFR part 1989 Comp., p. 
235), “Debarment and Suspension.” SAM Exclusions contains the names of 
parties debarred, suspended, or otherwise excluded by agencies, as well as 
parties declared ineligible under statutory or regulatory authority other than 
Executive Order 12549. 

(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or 
bid for an award exceeding $100,000 must file the required certification. Each 
tier certifies to the tier above that it will not and has not used Federal 
appropriated funds to pay any person or organization for influencing or 
attempting to influence an officer or employee of any agency, a member of 
Congress, officer or employee of Congress, or an employee of a member of 
Congress in connection with obtaining any Federal contract, grant or any 
other award covered by 31 U.S.C. 1352. Each tier must also disclose any 
lobbying with non-Federal funds that takes place in connection with 
obtaining any Federal award. Such disclosures are forwarded from tier to tier 
up to the non-Federal award. 

Attachments 
701 Sample Contract Documents Including Bid Ads 
702 Notice of Award Packet 
703 Notice to Proceed 
704 Notice of Contract Award 
705 Required Provisions for Non-Construction 
706 Grantee Debarment Review Certification Form 
707 Contractor Debarment Review Certification 
708 Payroll Certification Form 
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Requirement No. 408 – Labor 
Standards and Construction 
Management 
Introduction 
The construction phase of a project is divided into two major components: 

• The pre-construction conference and start of construction; and 
• Monitoring construction progress, including labor compliance. 

Phases are subject to various State and Federal requirements, which will be 
discussed at greater length in this Requirement. 

Pre-Construction Conference 
ODOC requires that every contractual relationship between the State’s Subrecipient 
and the construction contractor be initiated by a meeting to define the terms, 
conditions, deliverables and performance schedules that will govern the contract. 
This approach represents good management practice and reduces the likelihood of 
later conflicts caused by assumptions and misunderstandings between the 
construction contractor and the State’s Subrecipient. 

After contract award, but before any work is performed, the State’s Subrecipient, the 
architect or engineer and any technical advisors to the State’s Subrecipient must 
hold a pre-construction conference with the construction contractor to explain 
contract requirements. 

The construction contractor should be notified in writing of the time and place for 
the conference. The contractor must require the attendance of subcontractors 
expected to undertake major portions of the work. Documentation required from 
the construction contractor at the time of the meeting should be identified. 
Satisfaction of all bonding provisions will be required at this time especially the Davis 
Bacon wage rate requirements. 

Prepare an agenda. Plan to utilize and distribute a Pre-construction Checklist as a 
guide to assure that all areas are properly addressed. (Especially Davis/Bacon 
Requirements.) A recording may be used to document the meeting and/or a 
stenographer may be asked to prepare notes. It is the State’s Subrecipient's 
responsibility to clearly present the Federal Statutory Compliance requirements as 
well as performance expectations. A copy of the minutes should be signed by the 
parties to the contract and placed in the files. 

ODOC recommends the following procedures as the minimum coverage of topics at 
the pre- construction conference: 

1. Review the technical aspects of the project; 
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2. Identify the laws applicable to the contract and establish the documentation, 
reporting and performance that will constitute compliance; 

3. Establish the State’s Subrecipient's obligations to monitor labor standards and 
the procedures that will be employed; 

4. Establish specific requirements for reporting between the construction 
contractor and the State’s Subrecipient; 

5. Accept bonds and securities for performance and payment of labor and 
materials; 

6. Review the contract provisions, including all attachments regarding labor 
standards, civil rights, job safety standards and environmental protection as 
well as the Davis Bacon wage rate requirements. 

7. Explain the objectives of Executive Order 11246 and require a copy of the 
construction contractor's Affirmative Action Plan and the specific affirmative 
action strategy to be employed on this contract. 

8. Return the construction contractor's bid bonds; 
9. Provide for a record of the pre-construction conference to be prepared and 

subsequently signed by the parties to the agreement; 
10. Issue a notice to proceed to the construction contractor. 

Change Orders 
It is not uncommon for circumstances to require modifications to various 
construction contracts. Change orders are permitted provided the cumulative 
impact of all such change orders does not increase the original contract amount by 
more than 15%. Change orders or cumulative change orders which exceed 15% shall 
require re-advertising of bids on the incomplete portions of the contract. If the 
construction contract was bid on a unit price basis and the change order is based on 
the unit price basis, such change order will not be subject to this requirement. [For 
more detailed guidance, see 61 O.S. 1995 §121.] 

The State’s Subrecipient must formally approve any change order and maintain 
written documentation as to the reasons for the change. All change orders must 
contain a unit price and total for each of the following items: 

1. All materials with cost per item; 
2. Itemization of all labor with number of hours per operation and cost per hour; 
3. Itemization of insurance cost, bond cost, social security, taxes, Workers' 

Compensation, employee fringe benefits and overhead costs; and 
4. Profit for the construction contractor. 

If the change order would cause any change in a budget line item, scope of project 
or change in beneficiaries, the State’s Subrecipient must request a contract 
modification from ODOC. The State’s Subrecipient may not approve such a change 
order until and unless ODOC approves a contract modification. 
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Construction Supervision, Inspections, And Contract 
Payments 
One of the provisions of most design contracts (engineering and architectural) is for 
on-site supervision of construction in progress. [61 O.S. 2014 §123] It is the design 
professional’s responsibility to ensure, on the State’s Subrecipient's behalf, all 
statements or invoices submitted to the awarding public agency for work performed 
shall contain a certification by the supervising architect or engineer, or other 
supervisory official, if no supervisory architect or engineer is employed for the 
project, that work for which payment is claimed has been performed and that such 
work conforms to the plans and specifications for the project. No such statement or 
invoice shall be paid by the awarding public agency without such certification. The 
execution of a certificate, as herein provided, shall not constitute a defense or in any 
other manner affect any cause or causes of action which the awarding public 
agency might otherwise have against the contractor for nonperformance of a public 
construction contract. 

If project progressive payments are based on the public agency’s estimated 
quantities of materials provided and work performed, certifications are not required. 
Payment of progressive estimates shall not constitute a defense or in any manner 
affect any cause or causes of action which the awarding public agency might have 
against the contractor for failure to properly perform in accordance with the project 
contract, plans, specifications, or special provisions. Final estimates shall contain a 
sworn certification signed by the contractor that the work performed and the 
material provided conform to the requirements of the contract, plans, specifications, 
and special provisions. 

The amount of funding requested by the State’s Subrecipient from ODOC must be 
net after retainage. A public construction contract shall provide for partial payment 
based upon work completed. The contract shall provide that up to five percent (5%) 
of all partial payments made shall be withheld as retainage. [61 O.S. 2014 §113.1 A] 

Labor Standards Administration 
Statutory Requirements: State’s Subrecipients should be aware of the major labor 
standards requirements for CDBG-DR projects. The three principal laws and their 
terms are identified below. 

DAVIS-BACON ACT 

To download the “Making Davis-Bacon Work” guidebook goes to: 
https://www.hudexchange.info/resource/2541/making-davis-bacon-work-
contractors- guide-prevailing-wage-requirements/ 

State’s Subrecipients:  
All construction contracts in excess of $2,000 awarded by State’s Subrecipients and 
Subrecipients must include a provision for compliance with Davis-Bacon and 
associated USDOL regulations. The entire project regardless of whether paid with 
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grant funds or leveraged funds fall within the Davis Bacon Requirements. The 
principal requirements are: 

1. State’s Subrecipients must include a copy of the current prevailing wage rate 
determination in each Request for Bids (RFB); 

2. State’s Subrecipients may only award contracts to eligible construction 
contractors and subcontractors that have accepted the wage rate 
determination and signed a Payroll Certification Form to pay wages on that 
basis and comply with other labor standards; Contractors listed as debarred 
per (SAM) are considered ineligible for award. Three forms must be submitted 
for debarment certification; Contractor Debarment Review Certification, 
Grantee Debarment Review Certification and the Sams.gov check. This rule 
applies to any contract over $2,500. 

3. Construction contractors must pay laborers the wage rate determined by the 
USDOL to be the prevailing rate in that labor market; 

4. Construction contractors must pay wages at least once a week; and 1.12.1.1.5. 
State’s Subrecipients are required to report all suspected, reported or 
confirmed violations over $100 to ODOC, who may investigate these alleged 
violations. 

Sub-contractors 
 To qualify as a subcontractor, the following criteria must be met:  

1. Current liability insurance must be maintained; 
2. Must have Federal Tax Identification number (EIN or SSN as appropriate);  
3. If the subcontractor does not meet both of these criteria, he/she must be 

listed by the prime contractor as an employee of the contractor and must be 
paid the prevailing Davis-Bacon hourly rate for the work. 

Owner/Operators 
Bona fide owner/operators of trucks who are independent contractors are excluded 
from DBRA/WCHSSA provisions concerning their own hours of work and rate(s) of 
pay. These truck "owner/operators" must be reported on weekly payrolls, but the 
payrolls do not need to show the hours worked or the rates; only the notation 
"owner/operator". This policy does not pertain to owner/operators of other 
equipment such as backhoes, bulldozers, scrapers and cranes (power equipment). 

Owner/operators of power equipment may not submit their own payrolls certifying 
to payment of their own wages but must be carried on the responsible contractor's 
or subcontractor’s payroll and must be paid the prevailing Davis- Bacon hourly rate 
for the work. 

Administrative/Clerical Provisions 
 People whose duties are primarily administrative, executive or clerical, e.g., 
supervisors, office staff and timekeepers, are not laborers or mechanics and are 
excluded from Davis Bacon and Related Acts/Contract Work Hours and Safety 
Standards Act (DBRA/CWHSSA). Foremen or supervisors who regularly spend more 
than 20% of their time performing construction work do not meet this exclusion and 
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are covered as "laborers" and "mechanics" for labor standards purposes for the time 
spent performing construction work. 

Two special classes of employees may be employed on projects of this type and be 
compensated at less than the Davis-Bacon prevailing wages. These classes are: 

Apprentices provided they are individually registered in a bona fide apprenticeship 
program in which the construction contractor participates and which is approved by 
the USDOL and that they also satisfy other conditions as specified in the labor 
standards contract provisions. 
https://www.hud.gov/sites/documents/13441C4SECH.PDF 

Trainees provided they are in a USDOL-approved training program and satisfy other 
conditions as specified in the labor standards contract provisions. 
https://www.hud.gov/sites/documents/4010.PDF 

Helpers are not recognized unless they are contained in the wage determination or 
a conformable rate has been approved by the USDOL. If and when these employee 
classes appear on the construction contractor's weekly payrolls, it is the construction 
contractor's responsibility to provide the documentation necessary to determine 
compliance with the Davis-Bacon wage rate determination. 
https://www.hud.gov/sites/documents/13441C4SECH.PDF 

COPELAND ANTI-KICKBACK ACT [18 USC 874, 29 CFR 3] 

Construction contractors are prevented, under the terms of this statute, from 
withholding any employee wages, which are not prescribed by law, union 
agreement or without the employee's permission. The State’s Subrecipient must 
conduct confidential interviews with employees to assure compliance with the 
terms of this law and the construction contractor is required to maintain payroll 
records and to submit weekly certified payrolls documenting compliance. This 
requirement applies to all Federally-assisted contracts. 

CONTRACT WORK HOURS AND SAFETY STANDARDS ACT [40 USC 3701] 

All construction contracts in excess of $2,000 must comply with the following 
provisions of this law: 

1. Construction contractors must compute the wages of each laborer and 
mechanic on the basis of a standard work week of 40 hours. 

2. Work in excess of 40 hours a week is permitted provided compensation for 
the amount in excess of the standard is calculated at a rate not less than 1-1/2 
times the basic rate of pay. 

3. Construction expenditures paid with leverage funds are required to conform 
to the Davis Bacon wage rate requirements. 

4. Construction contractors may not require any laborer or mechanic to work in 
surroundings or under working conditions which are unsanitary, hazardous or 
dangerous to his/her health or safety as determined under construction, 
safety or health standards issued by the USDOL. 
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COMPLIANCE ADMINISTRATION 

Labor standards compliance begins with the issuance of a Notice to Proceed and is 
usually submitted as part of the bid or incorporated in the contract. To assure proper 
coverage when project activities are reviewed, the construction contractor must 
follow the requirements and administrative procedures listed below. 

Review Certified Payrolls and Compliance 
For each weekly period covered by the CDBG- DR construction contract, copies of 
certified payrolls and an executed Statement of Compliance are required from all 
construction contractors and sub-contractors and must be in the files. Payroll forms 
must be compared with wage determination for each class/craft to assure that 
wages are being paid as prescribed by law. The Statement of Compliance contains 
certifications that: 

1. The information covers the proper period and is complete and accurate; 
2. Each worker has been paid the proper wages and benefits and no "rebates" 

have been taken; 
3. Deductions are only those permitted by law and approved by the workers. 

Other deductions, other than Child Support, must be approved by the worker 
by having the worker complete a Payroll Deduction Authorization Form. 

4. Payments to workers are  consistent  with  the  wage  rate  determination. 
NOTE: Use of WH-347 Payroll form is not mandatory, as long as all information 
contained in WH-347 is similarly recorded. If you choose to use the form, it can 
be located online at: https://www.dol.gov/whd/forms/wh347.pdf 

Visit the Work Site 
The State’s Subrecipient must determine that the labor standards information is 
properly posted at the job site. The wage rates and job classifications must be posted 
and an Employee Federal Labor Law poster(s) must be prominently displayed. 
https://www.dol.gov/whd/regs/compliance/posters/davis.htm 

In addition to this technical review, the State’s Subrecipient should also identify the 
specific jobs being performed and identify the workers to be interviewed regarding 
wages and job duties. 

Conduct Employee Interviews 
On-site interviews must be conducted of enough employees (at least 10% coverage) 
to provide a reasonable representation of the crafts and trades utilized on the 
project (interviewing at least one employee in each job classification). [These 
interviews are strictly confidential. See Requirement 401 for instructions concerning 
the maintenance of confidential records.] Interviews must be conducted at least 
once during the course of construction. Using the Record of Employee Interview 
form, documentation must demonstrate that: 

• The payroll information is consistent with the wage rate determination; and 
• Employees are working in proper job classifications; 
• These interviews form the basis for determining whether any violations are 

occurring and facilitate subsequent follow-up by the State’s Subrecipient. 
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Note: Talk to the job-site foreman to let him/her know who you are and what you're 
doing. Try to conduct interviews on break time but observe the employees at work 
to verify job classifications. 

Deal with Violations 
Violations less than $1,000, which are not willful, should be dealt with as follows:  

• Require the construction contractor to prepare a supplemental payroll to 
make appropriate restitution to affected employees, retain a copy of the 
cancelled check in the Construction Labor File; and/or 

• Assess liquidated damages for non-payment of overtime and require a 
separate supplemental payroll. The amount to be paid to the U.S. Government 
(HUD) is $10 for each day the employee was eligible for overtime but not paid 
overtime at 1-1/2 times the approved rate; or 

• If construction contractors refuse to comply with these requirements, the 
State’s Subrecipient must withhold sufficient amounts from the construction 
contractor to make restitution. This amount is to be recorded and ODOC is to 
be notified immediately. 

All wage restitutions/liquidated damages should be aggregated on the Final Wage 
Compliance Report. 

Serious violations, i.e., those representing under-payment greater than $1,000, are to 
be reported immediately to ODOC. Technical assistance will be provided to assure 
proper resolution. 

Documentation 
As with all other compliance areas, if there is not a piece of paper to show for it, 
ODOC assumes it was not done, so document accordingly. 

Construction Wrap-up 
When the construction has been completed, there are a few (critical) items to take 
care of: 

The construction contractor must submit a Certification of Project Completion, 
along with the final request for payment; 

The State’s Subrecipient must confirm that all: 

1. Weekly payrolls and Statements of Compliance have been received, checked 
and discrepancies resolved; 

2. Discrepancies identified during on-site interviews have been satisfactorily 
resolved; 

3. Other required equal opportunity and labor standards have been satisfied; 
4. Other contract requirements have been satisfied; 
5. Files are complete; and 
6. As-built plans have been filed. 

When all contract requirements have been satisfied, the State’s Subrecipient will 
issue an Acceptance of Work. 



2019 CDBG-DR Policies and Procedures Manual 256 
 

The State’s Subrecipient then submits a Request for Payment to ODOC. The amount 
requested at this time should not include the current retainage (of up to 10% of the 
total contract). [See 61 O.S. 2014 §113.1 for retainage limitations.] 

Forty-five (45) days after the acceptance and upon receipt of a Release of Claimants 
from the construction contractor, the State’s Subrecipient may request the amount 
of retainage from ODOC and subsequently release this amount to the construction 
contractor. 

Summary 
This Requirement has summarized the various State and Federal requirements 
pertaining to construction management and labor compliance. The State’s 
Subrecipient is ultimately responsible for knowing all of these requirements and for 
ensuring compliance with them. 

Attachments 
801 Contractor Payroll WHD 347 
802 Fringe Benefit Determination 
803 Final Wage Compliance Report 
804 Pre-Construction Checklist 
805 Request for Authorization of Addtional Classification and Rate- SF1444 
806 Certificate Appointing Officer to Approve Payrolls 
807 Payroll Deduction Authorization 
808 Record of Employee Interview 

 

 

Requirement No. 409 – Monitoring 
and Closeout 
Evaluating the State’s Subrecipient Performance 
(Monitoring & Oversight)  
When the State agreed to assume administrative responsibilities for the CDBG-DR 
Program, it certified that activities would be conducted in a manner consistent with 
all applicable Federal laws. The primary tool for confirming this assurance being met 
is for the State to monitor the activities of its State’s Subrecipients, just as HUD 
monitors the State. 

ODOC has developed a monitoring strategy that targets a sampling of projects or 
activities. This sampling is based on risk factors associated with various types of 
projects and/or State’s Subrecipients. While every project receives some level of 
monitoring, priority for in-depth evaluation and review is given to projects that are: 
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• Multi-jurisdictional, i.e., involving more than one unit of local government. 
• Involve some level of risk, as evidenced by: 

1. Lack of recent history in administering a CDBG-DR project; 
2. Evidence of numerous accounting or financial tracking errors on current or 

previous projects; 
3. A record of serious findings or sanctions in previous monitoring session; 
4. High turnover of administrative staff; 
5. Delays in submitting required reports; 
6. Prior violations; 
7. Failure to attend and participate in implementation workshops; 
8. Excessive tardiness in responding to prior monitoring findings.  

Monitoring is accomplished in two ways: 

ON-SITE MONITORING 

Certain activities can only be evaluated on-site. The most obvious of these include 
the examination of State’s Subrecipient files to ensure adequate documentation. 
On-site monitoring will be performed when subrecipients have expended 50% and 
85% of funds. In the case that a subrecipient is considered a high-risk, earlier on-site 
monitoring may be required.  

An on-site monitoring visit will be scheduled in advance. The chief executive officer 
of the State’s Subrecipient and the project administrator will be notified of the date, 
time, location and purpose of the visit. Upon arrival, ODOC Representative will 
conduct an entrance interview, reiterating the purpose of the visit and outlining files 
and documentation needed. Utilizing appropriate checklists, the Representative 
review the State’s Subrecipient files to determine if all requirements have been met. 
The primary issues that are being examined are consistency with the specific terms 
of the contract agreement and compliance with State and Federal requirements. 

At the conclusion of the visit, the ODOC Representative will conduct an exit 
interview, providing a tentative summary of the results of the visit. If there appear to 
be problems, the State’s Subrecipient has an opportunity to provide more 
information or clarification. 

Within twenty-one (21) days of the monitoring visit, the State’s Subrecipient will 
receive a formal monitoring result(s) letter through OKGrants. This letter will 
summarize the area(s) reviewed, performance expectations, an analysis of what was 
discovered on-site, a conclusion or finding and, if necessary, required State’s 
Subrecipient responses or actions. 

If there were problems discovered during the monitoring, the State’s Subrecipient 
may receive a finding of non-compliance. A finding of non-compliance is a violation 
of law or regulation that must be remedied. A finding can result in an immediate 
sanction or threat of sanction if corrective action (if appropriate and required) is not 
taken within ninety days (90). For each finding, ODOC will determine if a corrective 
action, either to correct a past problem or to avoid future problems, must be taken 
by the State’s Subrecipient. 
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If the required corrective action is not addressed in ninety days (90), ODOC may 
impose a progressive level of sanctions, ranging from additional reporting to 
suspension of funding, additional special conditions, return of misspent funds, 
termination of the contract or even legal action. 

The monitoring letter may also include one or more concerns. These are matters 
that, if not properly addressed, can become findings and can ultimately result in 
sanctions. Concerns are often used to point out operational or management 
problems or patterns of performance that could lead to larger problems later. 
Concerns may require some form of response on the part of the State’s Subrecipient. 

DESK MONITORING 

ODOC places priority on this form of monitoring as a means of staying in touch with 
project progress and heading off problems early, thereby avoiding costly problems 
left unattended too long. This method of monitoring is the most efficient and cost- 
effective way ODOC can employ to meet a portion of its oversight responsibilities. 

 

Closeout 
Closing out of an individual contract confirms that the intended benefits of 
providing the funding have been accomplished and that all of the legal 
requirements imposed on use of the funds have been examined. All State’s 
Subrecipients are expected and required to conduct an orderly and timely closeout 
of their contract with ODOC. 

PROCEDURES 

Closeout documents are to be uploaded into OKGrants within sixty (60) days after 
the contract expiration date or completion of the project. If the State’s Subrecipient 
cannot meet this requirement, a written request for an extension of time may be 
submitted to ODOC through 

OKGrants. Permission to extend the due date for submission of closeout documents 
will be granted for good and valid reasons. 

ODOC will have no objections to a State’s Subrecipient initiating close-out 
procedures prior to the current expiration date, provided the following conditions 
can be met: 

All final costs to be covered by the contract have been incurred or obligated, 
including payment of any unsettled third-party claims or contract commitments. 
This means no additional funds can or will be requested from ODOC. Costs are 
considered incurred when goods and services are received and contract work is 
performed. [2 CFR 200.16] (Note: If you have funds that have not been drawn as of 
the completion of the project, a request for payment of these contract funds must 
be submitted prior to initiation of the closeout process or submission of the closeout 
documents. Additional funds can only be requested for expenses incurred before the 
expiration date of the CDBG-DR contract. However, they can be requested up to 
sixty (60) days after your CDBG-DR contract expires.) 
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All project activities have been completed. This means that, depending on the 
project: 

All infrastructure construction is complete, final inspection has been made, the 
project is operational and all beneficiaries are being served; 

All persons being relocated have been relocated or provided cash assistance to 
relocate; Planned job creation has occurred. 

All issues from ODOC monitoring have been resolved. 

Required Documentation And Closeout Instructions 
The State’s Subrecipients will close out their program activities in OKGrants. The 
Authorized Official will prepare and submit the closeout. The Authorized Official 
must initiate and submit required closeout documents to ODOC; however, utilizing 
the assistance of the grant writer is beneficial and encouraged. 

All original signed documents must be submitted within sixty (60) days after the 
contract ending date or upon completion of the project activity - whichever comes 
first. 

For All Activities funded under each program category, the sub recipient must 
provide documentation requested on the Closeout Checklist. Final inspections and 
completion approvals describing the improvements made for each activity, final 
performance measures and beneficiaries served by each improvement must be 
documented before the project can be officially closed. 

The Contract Period listed on each document must correspond to the dates listed 
on the sub recipient contract Part I and subsequent modifications. If the ending 
date was changed, the latest modification date must be used. 

Note: Once the contract closeout is submitted to ODOC, no further requests for 
funds or expenditure reports can be submitted. The Final Expenditure Report is 
required for contract closeout. If additional funds are due to the State’s Subrecipient, 
the proper Request for Funds and Final Expenditure Report must be submitted prior 
to submission of the closeout documents. 

CLOSEOUT CHECKLIST FORM 

Must be completed and uploaded into OKGrants. 

FINAL EXPENDITURE REPORT 

Must be submitted through OKGrants with the closeout. This form is completed 
through the same process as the Monthly Expenditure Report, but the “Final” radio 
button is marked to indicate that no further reports should be expected. Enter the 
correct total expenditures by line item in the appropriate column. All 
matching/leverage final expenditures must be reported and broken down in dollar 
amounts by category (i.e. federal, state, etc.) “Remaining Balance” is the budget less 
expenditures year-to-date. The interest reconciliation is for interest earned on 
deposits of CDBG-DR funds only. Any unexpended interest must be returned to 
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ODOC with the check made payable to HUD. NOTE: Matching expenditures must be 
reported by type, i.e., federal, local, etc. 

CONTRACT CLOSEOUT CERTIFICATION 

Must be submitted in OKGrants once the Authorized Official has changed the status 
of the grant to “Closeout in Process”. Total Cash Received/Requested must be for the 
total contract period. Total Accrued Expenditures must be the total amount 
expended as shown on the Final Expenditure Report. The form must be completed 
and saved by the local Authorized Official. 

FINAL QUARTERLY REPORT 

Must be submitted through OKGrants to report all final accomplishments, however, 
may also be required for any post closeout reporting. 

PROOF OF PUBLICATION OF NOTICE OF SECOND PUBLIC HEARING 

The State’s Subrecipient must upload documentation that a public notice was 
posted/advertised informing citizens of the second public hearing to be held. A copy 
of the hearing minutes must also be included. The Public Hearing and minutes must 
provide detailed activity accomplishments and beneficiary data. 

FINAL WAGE COMPLIANCE REPORT 

Enter information on liquidated damages or wage restitution paid by the 
construction contractor(s) & sub-contractor(s). 

PROOF OF INSURANCE 

The State’s Subrecipient must attach proof of property coverage insurance for any 
above ground facility built or renovated and/or for equipment purchased with 
CDBG-DR funds. 

INVENTORY (REAL PROPERTY) 

In case of real property is acquired, the required form must be uploaded as a final 
five year reporting requirement but may also include post-closeout reporting if five 
year has not been met at time of project completion. 

BOARD MINUTES ACCEPTING COMPLETED PROJECT 

The State’s Subrecipient must provide ODOC with Board Minutes acknowledging 
project activities are complete, listing out each activity and authorizing final 
payment to contractor(s). 

CERTIFICATE OF COMPLETION 

The State’s Subrecipient must attach a certified copy of the final inspection report(s) 
provided by the Engineer/Architect, indicating the project activities are complete 
and accepted as evident in Board minutes. (NOTE): If no engineer/architect services 
are utilized, then Board Minutes will suffice, however, as noted above, both or either 
documents must provide a detail of program activities completed and beneficiaries 
served. 
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SECTION 3 SUMMARY REPORT 

The State’s Subrecipient must collect the information on the form from all 
construction and non-construction contractors as soon as the project is complete. 

 

Post Closeout Responsibilities 
It is entirely possible that submission and acceptance of the Closeout documents 
does not signal the end of the State’s Subrecipient-ODOC relationship. There are 
several circumstances under which the State’s Subrecipient will have continuing 
responsibilities resulting from the closed project. 

Loans: Responsibility for loan administration and program income, as stipulated in 
the original contract, continues for as long as there are any funds flowing that can be 
attributable to the original disbursement of CDBG-DR funds. Responsibilities include 
loan portfolio management, accounting and reporting; 

Audits 
In some instances, the project may be conditionally closed out pending submission 
and acceptance of a final audit. The project is not technically closed until the final 
audit has been received and accepted; 

Other Contract Requirements 
Some contracts will have special conditions requiring post-closeout responsibilities. 
The most common of these involve quarterly reporting for job creation (resulting 
from public improvement projects), housing tenants, and program income, and 
reporting real property inventory & insurance on an annual basis; 

Maintenance of Records 
The subrecipient MUST maintain ALL program documents and related financial 
records in a safe place on site for access to be made available upon request for three 
(3) years following the Dept. of Commerce closing of the CDBG-DR Grant with HUD 
as per FR Notice  NOT the closing of the ODOC contract with the subrecipient.  The 
ODOC Program Planner will issue a Notice to all subrecipients of the official closeout 
date with HUD to begin the clock.  Any documents uploaded to the Subrecipient's 
contract in OKGrants will remain in that file and will be made available for review by 
request.  These files do not have an expiration date.  

NOTE:  State CDBG regulations for recordkeeping responsibilities at 24 CFR 
570.490(d) require states and UGLGs to retain records for 3 years from the time of 
closeout of HUD’s grant to the State or for the period provided in the CDBG 
regulations at 24 CFR 570.487 (other applicable laws and program requirements) 
and 24 CFR 570.488 (displacement, relocation, etc.) or for 5 years after the 
completion of a CDBG funded project pursuant to 42 USC 12707(a)(4), whichever 
may be longer. Records involving acquisition and improvement of real property 
must be kept for 5 years after closeout of the local government’s grant, as stated in 
570.489(j)(2). Records that are the subject of investigation, audit or review should be 
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retained until the reviews are completed in order to allow HUD to complete it 
oversight functions.  

It should be noted that the Department recommends that States and State 
recipients should retain all applicable documents for 5 years after closeout of the 
grant to the State to ensure that all applicable record retention requirements are 
met. ODOC will not accept hard copies of any closeout documents. All program 
documentation shall be uploaded into OKGrants and it is the responsibility of the 
State’s Subrecipient to file and store all hard copies (refer to Records Maintenance 
Section of this guide). 

Attachments 
901 Certification of Project Completion 
902 CDBG-DR Closeout Checklist 
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Appendices 
 

A1 Public Facilities and Public Improvements Program 
A2 Flood Buyout Program 
A3 Housing Rehabilitation Program 
A4 Homeowner Reimbursement Program 
A5 Multifamily Housing Program 
A6 2 CFR Part 200 – Subpart D-Post Federal Award 
A7 Index 
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Change History of This Document 
 

09/23/2021 (Taylor Huizenga) 

Modified Requirement No. 403 Environmental Review to point the reader to the OEE 
Handbook. 

Enhanced description of ODOC’s internal process of reviewing and signing 
Environmental Reviews submitted by subrecipients. 

09/24/2021 (Taylor Huizenga) 

Significantly improved the Table of Contents 

Made a comprehensive PnP document instead of having an individual document 
per section.  

Fixed minor spelling mistakes. 

12-13-2021 (Taylor Huizenga) 

Significant reduction in the number of styles in the previous version of the PnP. 

12/27/2021 (Jade Shain) 

Significant changes were made to this document per the requirements of the 
Oklahoma Department of Commerce’s Style Guide. For example, Headings and 
Subheadings are now using Arial instead of Times New Roman. The typeface used in 
the body text is now Google’s Montserrat instead of Times New Roman. All colors in 
the Headings and Subheadings were chosen from the Style Guide. The following 
Colors are used in this document. 

Heading 1 = HEX #464646 

Heading 2 = HEX #0066A6 

Heading 3 = HEX #000000 

Body/Normal = HEX #000000 

10/24/2022 (Jade Shain) 

Removed the following the Buyout section: “Churches may also be purchased under 
a CDBG-DR Buyout program. Neither 24 CFR 570.200(j) nor the Department-wide 
faith-based requirements at 24 CFR 5.109 preclude the use of CDBG-DR funds to 
acquire a church building as part of a floodplain buyout program.”  

4/10/2023 (Rebecca LaVictoire) 

Fixed formatting issues. Reorganized content to reduce duplicative information, 
increase clarity, and increase ease of navigation. Updated Attachment list. 

05/23/2023 (Jade Shain)  
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Changed body text from #4D4D4D back to HEX #000000 to improve legibility. 



SAMPLE 

“Attachment A”

SUB-RECIPIENT SECTION 3 PLAN 

(Name of Grantee - Town, City, or County) agrees to implement affirmative steps to comply with the Section 3 requirements set forth at 24 CFR 75 directed at increasing the utilization of lower income residents and businesses within project site. 



A.	To implement Section 3 requirements by seeking the assistance of local officials in determining the exact boundaries of the applicable project area.



B.	To attempt to recruit from within the City/County the necessary number of lower income residents through local advertising media, signs placed at the proposed site for the project, and community organizations and public or private institutions operating within or serving the project area.



C.	To maintain a list of all lower income residents who have applied either on their own or on referral from any source, and to employ such persons, if otherwise eligible and if a vacancy exits



D.	To insert this Section 3 plan in all bid documents, and to require all bidders to submit a Section 3 affirmative action plan including utilization goals and the specific steps planned to accomplish these goals



E.	To ensure that all appropriate project area business concerns are notified of pending sub contractual opportunities



F.	To maintain records, including copies of correspondence, memoranda, etc., which document that all the above affirmative action steps have been taken.



G.	To appoint or recruit an executive official as Equal Opportunity Officer (EOO) to coordinate the implementation of this Section 3 plan



H. 	To list all permanent workforce for this project by job title 



I.	To list all projected workforce needs for this project by job classification and time frame for potential hire. 



As officer and representative of (Name of City/Town/or County)	, the undersigned, I have read and fully agree to the above and become a party to the full implementation of this program.



_______________________________________              	_____________________

Chief Elected Official or designated EOO				 Date



_________________________________________

			   Signature
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SAMPLE RESOLUTION (LOCAL UNIT OF GOVERNMENT)



SECTION 3 PLAN RESOLUTION 

(Name of local unit of government)

	

WHEREAS, the Name of city/county recipient has been awarded a contract from the Oklahoma Department of Commerce, (name of grant program) as (contract number). The Name of city/county recipient is required by the Oklahoma Department of Commerce and Section 3 of the Housing and Urban Development Act of 1968 to adopt a Section 3 Plan; and 



WHEREAS, the Section 3 Plan is intended to ensure, to the greatest extent feasible, that training and employment opportunities generated by the U.S. Department of Housing and Urban Development projects be given to low income residents of the Section 3 project area and that contracts for work in connection with this project be awarded to qualified Section 3 Business Concerns. 



WHEREAS, if awarded, it is the intention of the name of city/county recipient to implement its (name of grant program) project activities in accordance with all program regulations including the said Section 3 requirements.



NOW, THEREFORE, BE IT RESOLVED that the  name of city/county recipient adopts the name grant program Section 3 Plan, which is attached hereto as “Attachment A” and made a part hereof.



ADOPTED this the ____ day of _______________________, 20	.



Name of City/County, Oklahoma	





ATTEST:





______________________________		BY: ______________________________

CLERK	                   					(MAYOR OR BOARD CHAIR)
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SECTION 3 CONTRACTOR ESTIMATED PROJECT  
WORKFORCE BREAKDOWN  


*This form may be used to determine future hiring needs by the contractor.  
 


Job Category Total 
Estimated 
Positions 


No. of Positions 
Currently Occupied by 
Permanent Employees 


No. of 
Vacant 


Positions 


No. of Positions to be Filled 
with Targeted and/or 


Section 3 Workers 
and estimate of hire date. 


 
Ex: (2)- 5/20 


Officers/Supervisors 
 


    


Professionals 
 


    


Technicians 
 


    


Office 
 


    


Clerical 
 


    


Trade 
 


    


Journeymen 
 


    


Apprentices 
 


    


Trainees 
 


    


Others      


Others     


Others     


Total 
 


    


 
 





		Total Estimated PositionsOfficersSupervisors: 

		No of Positions Currently Occupied by Permanent EmployeesOfficersSupervisors: 

		No of Vacant PositionsOfficersSupervisors: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520OfficersSupervisors: 

		Total Estimated PositionsProfessionals: 

		No of Positions Currently Occupied by Permanent EmployeesProfessionals: 

		No of Vacant PositionsProfessionals: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Professionals: 

		Total Estimated PositionsTechnicians: 

		No of Positions Currently Occupied by Permanent EmployeesTechnicians: 

		No of Vacant PositionsTechnicians: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Technicians: 

		Total Estimated PositionsOffice: 

		No of Positions Currently Occupied by Permanent EmployeesOffice: 

		No of Vacant PositionsOffice: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Office: 

		Total Estimated PositionsClerical: 

		No of Positions Currently Occupied by Permanent EmployeesClerical: 

		No of Vacant PositionsClerical: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Clerical: 

		Total Estimated PositionsTrade: 

		No of Positions Currently Occupied by Permanent EmployeesTrade: 

		No of Vacant PositionsTrade: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Trade: 

		Total Estimated PositionsJourneymen: 

		No of Positions Currently Occupied by Permanent EmployeesJourneymen: 

		No of Vacant PositionsJourneymen: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Journeymen: 

		Total Estimated PositionsApprentices: 

		No of Positions Currently Occupied by Permanent EmployeesApprentices: 

		No of Vacant PositionsApprentices: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Apprentices: 

		Total Estimated PositionsTrainees: 

		No of Positions Currently Occupied by Permanent EmployeesTrainees: 

		No of Vacant PositionsTrainees: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Trainees: 

		Total Estimated PositionsOthers: 

		No of Positions Currently Occupied by Permanent EmployeesOthers: 

		No of Vacant PositionsOthers: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Others: 

		Total Estimated PositionsOthers_2: 

		No of Positions Currently Occupied by Permanent EmployeesOthers_2: 

		No of Vacant PositionsOthers_2: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Others_2: 

		Total Estimated PositionsOthers_3: 

		No of Positions Currently Occupied by Permanent EmployeesOthers_3: 

		No of Vacant PositionsOthers_3: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Others_3: 

		Total Estimated PositionsTotal: 

		No of Positions Currently Occupied by Permanent EmployeesTotal: 

		No of Vacant PositionsTotal: 

		No of Positions to be Filled with Targeted andor Section 3 Workers and estimate of hire date Ex 2520Total: 






SAMPLE CONTRACTOR SECTION 3 PLAN 

(Name of contractor) agrees to implement affirmative steps to comply with the Section 3 requirements set forth at 24 CFR 75 directed at increasing the utilization of lower income residents and businesses within the City or County of ________________________________.



A.	To implement Section 3 requirements by seeking the assistance of local officials in determining the exact boundaries of the applicable project area



B.	To attempt to recruit from within the City/County the necessary number of lower income residents through: local advertising media, signs placed at the proposed site for the project, and community organizations and public or private institutions operating within or serving the project area



C.	To maintain a list of all lower income residents who have applied either on their own or on referral from any source, and to employ such persons, if otherwise eligible and if a vacancy exits



D.	To insert this Section 3 plan in all bid documents, and to require all bidders to submit a Section 3 affirmative action plan including utilization goals and the specific steps planned to accomplish these goals



E.	To ensure that all appropriate project area business concerns are notified of pending subcontractual opportunities



F.	To maintain records, including copies of correspondence, memoranda, etc., which document that all the above affirmative action steps have been taken.



G.	To appoint or recruit an executive official of the company or agency as Equal Opportunity Officer to coordinate the implementation of this Section 3 plan



H. 	To list all permanent workforce for this project by job title 



I.	To list all projected workforce needs for this project by job classification and time frame for potential hire. 



As officers and representatives of ______(Name of contractor)___________________We, the undersigned, have read and fully agree to the above and become a party to the full implementation of this program.



_______________________________________              	_____________________

				Title					   	    Date



_________________________________________

			   Signature



Section 3 Policy and Procedures 7/2021		Sample Contractor Section 3 Plan






U.S. Department of Housing OMB Approval No. 2529-0043 (revised)


Complaint Register and Urban Development (Expires11/30/2018)


Under Section 3 of the Housing Office of Fair Housing
And Urban Development Act of 1968 and Equal Opportunity


Previous Editions are Obsolete Page 1 of 9 form HUD-958 (5/2016)


Instructions: This form is to be used to report allegations of noncompliance with Section 3 of the Housing and Urban Development
Act of 1968, as amended and implementing regulations at 24 CFR Part 135.


1. Complainant Information:


Name of Complainant (Person or organization) Home Phone


Street Address Work Phone


City, State, Zip code


Email Address:


2. You are: (check all that apply)


□ Low/Very Low Income Person □ Section 3 Business


□ Public Housing Resident □ A Representative of a Section 3 Business


□ HUD Youthbuild Participant □ Other: __________________________________


□ A Representative of any of the above listed Individuals
(Such as: a Low-Income Person or Public Housing Resident)


3. Basis for alleged noncompliance with Section 3:


□ Denied Training □ Denied Employment □ Denied Contracting □ Other (see below in item 6)


4. Complaint is against: (check one or more boxes)


□ Recipient of HUD Funds
(Such: as a PHA, city/county agency, etc.)


□ Contractor □ Subcontractor □ Other (please specify):


_______________________________


5. Who is this complaint being filed against?


Name of agency, organization, or company: Business Phone


Street Address


City, State, Zip code


Name and identify others (if any) who allegedly violated Section 3 in this case:
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6. How did the HUD recipient, contractor, or subcontractor violate the requirements of Section 3?
(Check all that apply – provide documentation, if available)


HUD Recipient Contractor and/or Subcontractor


□ Failed to notify Section 3 businesses about contracting


opportunities


□ Failed to incorporate the Section 3 Clause into covered


Section 3 bid solicitations or contracts


□ Failed to provide priority consideration to Section 3


businesses for covered contracting opportunities


□ Failed to select Section 3 businesses in accordance with the


order of priority consideration as set forth in 24 CFR 135.36


□ Failed to award contracts to Section 3 businesses


□ Failed to ensure that its contractors/ subcontractors complied


with Section 3 requirements


□ Knowingly entered into contracts with contractors/


subcontractors that failed to comply with Section 3
requirements


□ Failed to notify Section 3 residents about training and/or


employment opportunities


□ Failed to provide priority consideration to Section 3 residents


for employment or training opportunities


□ Failed to select Section 3 residents for training or


employment opportunities in accordance with the order of
priority consideration set forth in 24 CFR 135.34


□ Failed to hire Section 3 residents for new employment


opportunities


□ Retaliated against the complainant because complainant


sought to enforce Section 3 requirements or participated in
an investigation or proceeding regarding Section 3


□ Other


_____________________________________________


□ Failed to certify that all employment vacancies filled prior to


contract execution were not filled to circumvent Section 3


□ Failed to notify potential subcontractors about Section 3


requirements


□ Failed to post notices at the work site regarding Section 3


requirements in accordance with the Section 3 Clause


□ Failed to send to each labor organization or representative of


workers a notice of Section 3 obligations in accordance with
the Section 3 Clause


□ Failed to ensure that its subcontractors complied with


Section 3


□ Failed to train and/or hire Section 3 residents for new


employment opportunities


□ Failed to provide priority consideration to Section 3 residents


for employment or training opportunities in accordance with
24 CFR Part 135.34


□ Failed to ensure that contracts awarded to subcontractors


included the Section 3 Clause


□ Failed to award subcontracts to Section 3 businesses


□ Failed to award subcontracts to Section 3 businesses in


accordance with the order of priority consideration set forth in
24 CFR 135.34


□ Retaliated against the complainant because complainant


sought to enforce Section 3 requirements or participated in
an investigation or proceeding regarding Section 3


□ Other


_______________________________________________
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7. When did the act(s) checked above occur? (Include the most recent date if several dates are
involved):


_______/ ________/ _________
Month Day Year


* The date of the last alleged violation or occurrence must be less than 180 days from the date of submission to HUD.


8. Project name or location where alleged violation occurred? (If applicable):


Project Name (if applicable): _____________________________________________ Project Number: ___________________


Project Location: ________________________________________________________________________________________


Local Contracting Agency (LCA): ___________________________________________________________________________


9. Identify the type of HUD funding used by the HUD funding recipient, organization, or contractor
that this complaint is filed against: (Check all that apply)


□ PIH Operating Subsidy □ Other PIH Assistance □ Neighborhood


Stabilization Program
(NSP) Assistance


□ Section 811 Supportive


Housing for the Disabled


□ PIH Capital Fund Subsidy □ Community


Development Block
Grants (CDBG)


□ Other Community


Development Assistance


□ Project Based Housing


Vouchers


□ Choice Neighborhood


Initiative Grant


□ HOME Investment


Partnership Funding


□ Lead-Based Paint □ Other HUD Housing


Assistance


□ HOPE VI Grant □ McKinney Homeless


Assistance


□ Section 202Supportive


Housing for the Elderly


□ Other Covered HUD


Funding
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10. Description of act(s) or incident(s) involving alleged violation of Section 3:


Summarize what happened? Attach additional information if necessary


11. Declaration Statement


I declare under penalty of perjury that I have read this complaint (including any attachments) and
that all information is accurate and correct.


Signature Date
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Section 3 of the Housing and Urban Development Act of 1968


Public reporting burden for this collection of information is estimated to average 2 hours per response, including the
time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and
completing and reviewing the collection of information. This agency may not collect this information, and you are not
required to complete this form, unless it displays a currently valid OMB number.


The information is given voluntarily and provides the basis for HUD’s investigation of the complaint to determine if the
allegations of noncompliance are valid. The Department will use the information provided as the basis for its
determination of jurisdiction over a complainant’s allegations. All information collected complies with the Privacy Act of
1974 and OMB Circular A-108. The information is unique to the processing of complaints alleging noncompliance with
the Section 3 statute or implementing regulations. The information collected on this form will only be used by HUD
during the investigation and resolution of complaints and will not be shared with persons or parties that are not directly
involved with the complaint.


What is Section 3 of the Housing and Urban Development Act of 1968?


Section 3 is a provision of the Housing and Urban Development (HUD) Act of 1968 that helps foster local economic
development, neighborhood economic improvement, and individual self-sufficiency. The Section 3 requirements
ensure that when new jobs or contracts are created during the usage of certain HUD funds, priority consideration is
given to low- and very low-income persons residing in the community in which the funds are spent (regardless of race
or gender), and to the businesses that substantially employ these persons.


Who are Section 3 residents and businesses?


Section 3 residents are:


• Public housing residents; or


• Persons who live in the area where a HUD-assisted project is located and who have a household income that
falls below HUD’s income limits for low- and very low-income.


Please visit: http://www.huduser.org/portal/datasets/il.html to determine the income limits for residents of your community.


A Section 3 business is one that meets one of the following criteria:


• Is 51 percent or more owned by Section 3 residents;


• Employs Section 3 residents for at least 30 percent of its full-time, permanent staff; or


• Provides evidence of a commitment to subcontract to Section 3 business concerns, 25 percent or more of the
dollar amount of the awarded contract.


What HUD funding does Section 3 cover?


Section 3 applies to any of the following:
A. Public and Indian Housing programs that receive: (1) Annual contributions for low income housing projects 


provided pursuant to section 5 of the U.S. Housing Act of 1937, as amended by the Quality Housing and Work 
Responsibility Act of 1998 (QWHRA); (2) Capital Fund Project assistance provided pursuant to Section 9 of 
QHWRA; (3) Operating Subsidy assistance provided pursuant to Section 9 of QHWRA.


B. Housing and community development assistance extended for: (1) housing rehabilitation (including reduction 
and abatement of lead based paint hazards); (2) housing construction or (3) other public construction projects;  
and


C. Certain competitive HUD grant funding, such as: HOPE VI, Choice Neighborhoods, etc.).



http://www.huduser.org/portal/datasets/il.html
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What can you do about violations of the Law?


Remember, Section 3 applies to the awarding of jobs, training programs, and contracts, generated from projects
receiving HUD financial assistance. If you believe that, as a low-income person or a Section 3 business concern, the
responsibilities to provide economic opportunities under Section 3 have been violated, you have a right to file a
complaint within 180 days of the last alleged occurrences of noncompliance.


Complaints alleging violations of the Section 3 regulatory requirements must be submitted to the appropriate HUD
Regional Office of Fair Housing and Equal Opportunity listed below. Please be certain to sign and date this form,
where indicated, to ensure prompt complaint processing.


HUD will send the complaint to the appropriate HUD recipient for resolution. If resolution by the recipient fails, HUD
will investigate. If HUD finds that the complaint has merit, it will try to end the violation by informal resolution. If
conciliation fails, HUD may initiate other steps to enforce the law, including but not limited to suspension and
debarment of the recipient or contractors as applicable.


You can obtain assistance in learning about more Section 3 by visiting www.hud.gov/section3 or by contacting one of
the HUD’s Regional Offices of Fair Housing and Equal Opportunity.


Authority: Section 3 of the Housing and Urban Development Act of 1968, as amended by the Housing and
Community Development Act of 1968, as amended by the Housing and Community Development Act of 1992, U.S.C.
1701u and implementing regulations at 24 CFR Part 135.


Purpose: The information requested on this form is to be used to investigate and process Section 3 complaints.


Use: The information requested will be used to process a complaint filed under Part 135. HUD may disclose certain
information for Federal, State, and local agencies when relevant to civil, criminal, or regulatory investigations and
prosecutions. It will not be otherwise disclosed or released outside of HUD, except as required and permitted by law.


Penalty: Failure to provide some or all of the requested information will result in delayed processing or rejection of
this complaint for investigation.


Privacy Act of 1974 (P.L.93-579)
All information collected is provided voluntarily and complies with the Privacy Act of 1974 and OMB Circular A-108.
The information is unique to the processing of complaints alleging noncompliance with the Section 3 statute or
implementing regulations. The information collected on this form will only be used by HUD during the investigation and
resolution of complaints and will not be shared with persons or parties that are not directly involved with the complaint.



http://www.hud.gov/section3
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Instructions for completing the Section 3 Complaint Register


Box 1: Enter the requested information for the person that is filing the complaint (i.e., the
complainant). This person must meet the definition of a Section 3 resident or business.


Box 2: Select the appropriate statement that describes your status as a Section 3 resident,
businesses, or representative of either.


Box 3: Select the appropriate basis for the complaint which you are filing.


Box 4: Select the appropriate option that best describes the person or entity that you are filing this
complaint against.


Box 5: Provide the name, address, and contact information for the person or entity that you are filing
this complaint against.


Box 6: Select the statement(s) that best describe the alleged actions or omissions undertaken by the
person or entity that you are filing this complaint against that are in violation of the
requirements of Section 3. If you select “other”, please briefly describe the alleged violation on
the appropriate line.


Box 7: Provide the date that the alleged violation or action occurred. If the alleged act or violation is
continuing in nature, please provide the date of the most recent occurrence.


Box 8: If this complaint is based upon acts or omissions that occurred at a specific job site, project, or
location, please provide information that will allow HUD to identify the specific project that is
the subject of the complaint that you are filing.


Box 9: Select the appropriate type of covered HUD funding that the recipient, organization, contractor/
subcontractor received or administered.
NOTE: In order for the complaint to be jurisdictional, covered HUD funding must be
administered by the recipient, organization, contractor/subcontractor.


Box 10: Provide a detailed description of the acts or omissions undertaken by the person or entity that
you filing this complaint against. Provide enough specific information to enable HUD to clearly
understand the alleged violation and whether it demonstrates noncompliance with the
requirements of Section 3.


Box 11: Please sign the complaint and enter the current date.
NOTE: By signing and dating this complaint you are affirming that your statements and
allegations are true and accurate by penalty of perjury. Complaints must be signed and
dated prior to acceptance by HUD for investigation.
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Where to file your complaint:
Please fax or mail your complaint to the appropriate HUD Regional Office of Fair Housing and Equal Opportunity
that has jurisdiction over the state for which you are located or where the alleged violation occurred. Inquiries
regarding the status of your complaint should be directed to the appropriate Regional office of FHEO by
telephone or email.


BOSTON REGIONAL OFFICE
U.S. Department of Housing and Urban Development 
New England Office
10 Causeway Street, Suite 308
Boston, MA 02222
(617) 994-8300
(800) 827-5005
Fax(617) 565-7313
Email: complaints_office_01@hud.gov


*Covers the following states: Connecticut, Maine, 
Massachusetts, New Hampshire, Rhode Island, and 
Vermont


FORT WORTH REGIONAL OFFICE
U.S. Department of Housing and Urban Development 
Southwest Office
801 Cherry St., Unit 45, Suite 2500
Fort Worth, TX 76102
(817) 978-5900
(888)560-8913
Fax 817) 978-5876
Email: complaints_office_06@hud.gov


*Covers the following states: Arkansas, Louisiana, 
New Mexico, Oklahoma, and Texas


NEW YORK REGIONAL OFFICE
U.S. Department of Housing and Urban Development
New York and New Jersey Office
26 Federal Plaza
New York, NY 10278
(212) 264-1290
(800) 496-4294
Fax: (212) 264-9829
Email: complaints_office_02@hud.gov


*Covers the following states: New Jersey and New York


KANSAS CITY REGIONAL OFFICE
U.S. Department of Housing and Urban Development
Great Plains Office
400 State Avenue
Kansas City, KS 66101
(913) 551-6958
(800) 743-5323
Fax: (913) 551-6856
Email: complaints_office_07@hud.gov


*Covers the following states: Iowa, Kansas, Missouri,
and Nebraska


PHILADELPHIA REGIONAL OFFICE
U.S. Department of Housing and Urban Development
Mid-Atlantic Office
100 Penn Square East,
12th Floor
Philadelphia, PA 19107
(215) 861-7646
(888) 799-2085
Fax: (215) 656-3449
Email: complaints_office_03@hud.gov


*Covers the following states: Delaware, District of
Columbia, Maryland, Pennsylvania, Virginia, and West
Virginia


DENVER REGIONAL OFFICE
U.S. Department of Housing and Urban Development
Rocky Mountain Office
1670 Broadway
Denver, CO 80202
(303) 672-5437
(800) 877-7353
Fax: (303) 672-5026
Email: complaints_office_08@hud.gov


*Covers the following states: Colorado, Montana,
North Dakota, South Dakota, Utah, and Wyoming



mailto:complaints_office_01@hud.gov

mailto:complaints_office_06@hud.gov

mailto:complaints_office_02@hud.gov

mailto:complaints_office_07@hud.gov

mailto:complaints_office_03@hud.gov

mailto:complaints_office_08@hud.gov
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ATLANTA REGIONAL OFFICE
U.S. Department of Housing and Urban Development
Southeast Office
40 Marietta Street
Atlanta, GA 30303
(404) 331-5140
(800) 440-8091
Fax: (404) 331-1021
Email: complaints_office_04@hud.gov


*Covers the following states: Alabama, Puerto Rico,
Florida, Georgia, Kentucky, Mississippi, North Carolina,
South Carolina, Tennessee, and the Virgin Islands


SAN FRANCISCO REGIONAL OFFICE
U.S. Department of Housing and Urban Development
Pacific/Hawaii Office
600 Harrison Street
Third Floor
San Francisco, CA 94107
(415) 489-6536
(800) 347-3739
Fax: (415) 489-6560
Email: complaints_office_09@hud.gov


*Covers the following states: Arizona, California,
Guam, Hawaii, and Nevada


CHICAGO REGIONAL OFFICE
U.S. Department of Housing and Urban Development
Midwest Office
77 W. Jackson Boulevard, Suite 2101
Chicago, IL 60604
(312) 353-7776
(800) 765-9372
Fax: (312) 886-2837
Email: complaints_office_05@hud.gov


*Covers the following states: Illinois, Indiana, Michigan,
Minnesota, Ohio, and Wisconsin


SEATTLE REGIONAL OFFICE
U.S. Department of Housing and Urban Development
Northwest/Alaska Office
909 First Avenue
Seattle, WA 98104
(206) 220-5170
(800)877-0246
Fax: (206) 220-5447
Email: complaints_office_10@hud.gov


*Covers the following states: Alaska, Idaho, Oregon,
and Washington



mailto:complaints_office_04@hud.gov

mailto:complaints_office_09@hud.gov

mailto:complaints_office_05@hud.gov

mailto:complaints_office_10@hud.gov
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January 2019 


 
Minority and Women Owned Business 


Contact Certification 
 
 


Grant Recipient:        


CDBG project number:         


      
 
Project Description:             


              


               


 
I do hereby concur that the below referenced Minority and Women owned business have be contacted 
for bidding on the above detailed CDBG grant. CDBG funds are subject to 2 CFR §200.321 (a) which states, 
“The non-Federal entity must take all necessary affirmative steps to assure that minority businesses, 
women's business enterprises, and labor surplus area firms are used when possible.” 
 


1)        


2)        


3)        


 


 
        
(Authorized official signature) 
 
 
Dated this _____ day of ______________, 20____. 
 
 
 
        
(Grant Administrator signature) 
 
Dated this _____ day of ______________, 20____. 
 





		Grant Recipient: 

		CDBG project number: 

		Project Description 1: 

		Project Description 2: 

		Project Description 3: 

		1: 

		2: 

		3: 

		Dated this: 

		day of: 

		20: 

		Dated this_2: 

		day of_2: 

		20_2: 
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FAIR HOUSING RESOLUTION 


 


 


LET IT BE KNOWN TO ALL PERSONS OF City/County of ___________________________ 


that discrimination in the sale, rental, leasing, financing of housing or land to be used for construction 


of housing or in the provision of brokerage services because of race, color, religion, sex or national 


origin is prohibited by Title VIII of the 1968 Civil Right Act (Federal Fair Housing Law). 


 


It is the policy of City/County of __________________________________ to implement programs 


to ensure equal opportunity in housing for all persons regardless of race, color, religion, sex or national 


origin.  The Fair Housing Amendments Act of 1988 expands coverage to include disabled persons and 


families with children.  Therefore, the City/County does hereby pass the following Resolution. 


 


BE IT RESOLVED that within available resources the City/County will assist all persons who feel 


they have been discriminated against because of race, color, religion, sex, national origin, disability or 


familial status to seek equity under federal and state laws by filing a complaint with the U. S. 


Department of Housing and Urban Development, Office of Fair Housing and Equal Opportunity, 


Compliance Division. 


 


BE IT FURTHER RESOLVED that the City/County shall publicize this Resolution and through this 


publicity shall encourage owners of real estate, developers, and builders to become aware of their 


respective responsibilities and rights under the Federal Fair Housing Law and amendments and any 


applicable state or local laws or ordinances. 


 


SAID PROGRAM will at a minimum include: 1) printing and publicizing of this policy and other 


applicable fair housing information through local media and community contacts; 2) distribution of 


posters, flyers and any other means that will bring to the attention of those affected, the knowledge of 


their respective responsibilities and rights concerning equal opportunity in housing; and 3) prepare an 


analysis of impediments to fair housing choices and actions to mitigate such impediments. 


 


EFFECTIVE DATE: 


 


This Resolution shall take effect this ________ day of _________________, 20___. 


 


 


___________________ 
Chief Elected Official 


 


 


 


ATTEST: 
 
 





		LET IT BE KNOWN TO ALL PERSONS OF CityCounty of: 

		It is the policy of CityCounty of: 

		This Resolution shall take effect this: 

		day of: 

		20: 

		Chief Elected Official: 

		Text1: 

		Text2: 

		Text3: 
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MUNICIPALITY/COUNTY EMPLOYMENT PRACTICES 


STAFF COMPOSITION FORM 
 


 


Oklahoma Department of Commerce 
 
Community Development Block Grant Program 
 


SUBMIT IN OK-GRANTS (ROF UPLOADS) 


Grant Recipient Name: _____________________ 


ODOC Contract #: _____________________ 


Project Name: _____________________ 


                                      _____________________ 


Contract End Date: __________________ 


 
Report Current as of: ________________ 
                                                                (Date) 


          


Local 
Code 


(Optional) 


 
 
 


Name/Job Title* 


 
White, not 
Hispanic 
Origin 


(a) 


 
Black, not 
Hispanic 
Origin 


(b) 


American 
Indian  or 
Alaskan 
Native 


(c) 


 
 


Hispanic 
(d) 


 
Asian or 
Pacific 
Islander 


(e) 


 
Female 
Headed 


Household 
(f) 


 
 
 


Disabled 
(g) 


 
 


Elderly 
(h) 


          


          


          


          


          


          


          


          


          


          


          


          


          


          


          


          


Total Number of Employees:         


 Place an asterisk (*) by names of employees paid with CDBG funds. 
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STAFF COMPOSITION FORM 


 


 


1.  Evidence of efforts to provide equal opportunity and take affirmative action steps in the recruitment, selection 


and compensation of employees must be documented.  Other actions that can demonstrate non-discriminatory 


practices of the Grant Recipient as an employer include but are not limited to the following: a. Upgrading, 


demotions or transfers; b. Recruitment and advertisements for employees; c. Layoffs or terminations; d. 


Changes in rates of pay or other forms of compensation; e. Selection for training, including apprenticeships; 


and f. Participation in recreational and educational activities.  


 


2.  All employment notices should be posted in conspicuous places available to both employees and applicants 


and must contain the following provisions of this discrimination clause:  “All qualified applicants will receive 


consideration for employment without regard to race, color, religion, creed, age, sex, national origin or 


disability." 


 


The referenced form is required to capture compliance with the following HUD CDBG Regulation §570.904  Equal 


opportunity and fair housing review criteria along with a copy of the UGLG’s Application for Employment – 


EEO.   


 





		Grant Recipient Name: 

		Contract End Date: 

		ODOC Contract 1: 

		ODOC Contract 2: 

		Project Name: 

		Report Current as of: 

		Local Code OptionalRow1: 

		NameJob TitleRow1: 

		White not Hispanic Origin aRow1: 

		Black not Hispanic Origin bRow1: 

		American Indian or Alaskan Native cRow1: 

		Hispanic dRow1: 

		Asian or Pacific Islander eRow1: 

		Female Headed Household fRow1: 

		Disabled gRow1: 

		Elderly hRow1: 

		Local Code OptionalRow2: 

		NameJob TitleRow2: 

		White not Hispanic Origin aRow2: 

		Black not Hispanic Origin bRow2: 

		American Indian or Alaskan Native cRow2: 

		Hispanic dRow2: 

		Asian or Pacific Islander eRow2: 

		Female Headed Household fRow2: 

		Disabled gRow2: 

		Elderly hRow2: 

		Local Code OptionalRow3: 

		NameJob TitleRow3: 

		White not Hispanic Origin aRow3: 

		Black not Hispanic Origin bRow3: 

		American Indian or Alaskan Native cRow3: 

		Hispanic dRow3: 

		Asian or Pacific Islander eRow3: 

		Female Headed Household fRow3: 

		Disabled gRow3: 

		Elderly hRow3: 

		Local Code OptionalRow4: 

		NameJob TitleRow4: 

		White not Hispanic Origin aRow4: 

		Black not Hispanic Origin bRow4: 

		American Indian or Alaskan Native cRow4: 

		Hispanic dRow4: 

		Asian or Pacific Islander eRow4: 

		Female Headed Household fRow4: 

		Disabled gRow4: 

		Elderly hRow4: 

		Local Code OptionalRow5: 

		NameJob TitleRow5: 

		White not Hispanic Origin aRow5: 

		Black not Hispanic Origin bRow5: 

		American Indian or Alaskan Native cRow5: 

		Hispanic dRow5: 

		Asian or Pacific Islander eRow5: 

		Female Headed Household fRow5: 

		Disabled gRow5: 

		Elderly hRow5: 

		Local Code OptionalRow6: 

		NameJob TitleRow6: 

		White not Hispanic Origin aRow6: 

		Black not Hispanic Origin bRow6: 

		American Indian or Alaskan Native cRow6: 

		Hispanic dRow6: 

		Asian or Pacific Islander eRow6: 

		Female Headed Household fRow6: 

		Disabled gRow6: 

		Elderly hRow6: 

		Local Code OptionalRow7: 

		NameJob TitleRow7: 

		White not Hispanic Origin aRow7: 

		Black not Hispanic Origin bRow7: 

		American Indian or Alaskan Native cRow7: 

		Hispanic dRow7: 

		Asian or Pacific Islander eRow7: 

		Female Headed Household fRow7: 

		Disabled gRow7: 

		Elderly hRow7: 

		Local Code OptionalRow8: 

		NameJob TitleRow8: 

		White not Hispanic Origin aRow8: 

		Black not Hispanic Origin bRow8: 

		American Indian or Alaskan Native cRow8: 

		Hispanic dRow8: 

		Asian or Pacific Islander eRow8: 

		Female Headed Household fRow8: 

		Disabled gRow8: 

		Elderly hRow8: 

		Local Code OptionalRow9: 

		NameJob TitleRow9: 

		White not Hispanic Origin aRow9: 

		Black not Hispanic Origin bRow9: 

		American Indian or Alaskan Native cRow9: 

		Hispanic dRow9: 

		Asian or Pacific Islander eRow9: 

		Female Headed Household fRow9: 

		Disabled gRow9: 

		Elderly hRow9: 

		Local Code OptionalRow10: 

		NameJob TitleRow10: 

		White not Hispanic Origin aRow10: 

		Black not Hispanic Origin bRow10: 

		American Indian or Alaskan Native cRow10: 

		Hispanic dRow10: 

		Asian or Pacific Islander eRow10: 

		Female Headed Household fRow10: 

		Disabled gRow10: 

		Elderly hRow10: 

		Local Code OptionalRow11: 

		NameJob TitleRow11: 

		White not Hispanic Origin aRow11: 

		Black not Hispanic Origin bRow11: 

		American Indian or Alaskan Native cRow11: 

		Hispanic dRow11: 

		Asian or Pacific Islander eRow11: 

		Female Headed Household fRow11: 

		Disabled gRow11: 

		Elderly hRow11: 

		Local Code OptionalRow12: 

		NameJob TitleRow12: 

		White not Hispanic Origin aRow12: 

		Black not Hispanic Origin bRow12: 

		American Indian or Alaskan Native cRow12: 

		Hispanic dRow12: 

		Asian or Pacific Islander eRow12: 

		Female Headed Household fRow12: 

		Disabled gRow12: 

		Elderly hRow12: 

		Local Code OptionalRow13: 

		NameJob TitleRow13: 

		White not Hispanic Origin aRow13: 

		Black not Hispanic Origin bRow13: 

		American Indian or Alaskan Native cRow13: 

		Hispanic dRow13: 

		Asian or Pacific Islander eRow13: 

		Female Headed Household fRow13: 

		Disabled gRow13: 

		Elderly hRow13: 

		Local Code OptionalRow14: 

		NameJob TitleRow14: 

		White not Hispanic Origin aRow14: 

		Black not Hispanic Origin bRow14: 

		American Indian or Alaskan Native cRow14: 

		Hispanic dRow14: 

		Asian or Pacific Islander eRow14: 

		Female Headed Household fRow14: 

		Disabled gRow14: 

		Elderly hRow14: 

		Local Code OptionalRow15: 

		NameJob TitleRow15: 

		White not Hispanic Origin aRow15: 

		Black not Hispanic Origin bRow15: 

		American Indian or Alaskan Native cRow15: 

		Hispanic dRow15: 

		Asian or Pacific Islander eRow15: 

		Female Headed Household fRow15: 

		Disabled gRow15: 

		Elderly hRow15: 

		Local Code OptionalRow16: 

		NameJob TitleRow16: 

		White not Hispanic Origin aRow16: 

		Black not Hispanic Origin bRow16: 

		American Indian or Alaskan Native cRow16: 

		Hispanic dRow16: 

		Asian or Pacific Islander eRow16: 

		Female Headed Household fRow16: 

		Disabled gRow16: 

		Elderly hRow16: 

		White not Hispanic Origin aTotal Number of Employees: 

		Black not Hispanic Origin bTotal Number of Employees: 

		American Indian or Alaskan Native cTotal Number of Employees: 

		Hispanic dTotal Number of Employees: 

		Asian or Pacific Islander eTotal Number of Employees: 

		Female Headed Household fTotal Number of Employees: 

		Disabled gTotal Number of Employees: 

		Elderly hTotal Number of Employees: 
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504 ACCESSIBILITY SELF-EVALUATION 


CITY, TOWN, COUNTY OF          


 
 


Completed By:     Completion Date:      
   CDBG Contract Number:     
 


 
ACCESSIBLE 


NOT 
ACCESSIBLE 


VISION 
IMPAIRED 


HEARING 
IMPAIRED 


MOBILITY 
IMPAIRED 


SENIORS 


CITY BUILDINGS       


City Hall       


Police Station       


Fire Station       


Museum       


Library       


Community Center       


       


PROGRAMS       


Library Transportation       


Youth Recreation Program       


Meals on Wheels       


Child Care       


Fuel Assistance       


Housing  Rehab (City Hall)       


       


 
POLICIES: City Personnel /Employment Guidelines 


Most recent update was June 30, 1992.  In the process of updating policies.  Disabled groups contacted on a regular basis. 
 


 


** Form must be completed and uploaded in OKGrants to meet the Municipal Accessibility Self Evaluation of 1973 as referenced in 
Requirement 404. 





		CITY TOWN COUNTY OF: 

		Completed By: 

		Completion Date: 

		CDBG Contract Number: 

		ACCESSIBLECITY BUILDINGS: 

		NOT ACCESSIBLECITY BUILDINGS: 

		VISION IMPAIREDCITY BUILDINGS: 

		HEARING IMPAIREDCITY BUILDINGS: 

		MOBILITY IMPAIREDCITY BUILDINGS: 

		SENIORSCITY BUILDINGS: 

		ACCESSIBLECity Hall: 

		NOT ACCESSIBLECity Hall: 

		VISION IMPAIREDCity Hall: 

		HEARING IMPAIREDCity Hall: 

		MOBILITY IMPAIREDCity Hall: 

		SENIORSCity Hall: 

		ACCESSIBLEPolice Station: 

		NOT ACCESSIBLEPolice Station: 

		VISION IMPAIREDPolice Station: 

		HEARING IMPAIREDPolice Station: 

		MOBILITY IMPAIREDPolice Station: 

		SENIORSPolice Station: 

		ACCESSIBLEFire Station: 

		NOT ACCESSIBLEFire Station: 

		VISION IMPAIREDFire Station: 

		HEARING IMPAIREDFire Station: 

		MOBILITY IMPAIREDFire Station: 

		SENIORSFire Station: 

		ACCESSIBLEMuseum: 

		NOT ACCESSIBLEMuseum: 

		VISION IMPAIREDMuseum: 

		HEARING IMPAIREDMuseum: 

		MOBILITY IMPAIREDMuseum: 

		SENIORSMuseum: 

		ACCESSIBLELibrary: 

		NOT ACCESSIBLELibrary: 

		VISION IMPAIREDLibrary: 

		HEARING IMPAIREDLibrary: 

		MOBILITY IMPAIREDLibrary: 

		SENIORSLibrary: 

		ACCESSIBLECommunity Center: 

		NOT ACCESSIBLECommunity Center: 

		VISION IMPAIREDCommunity Center: 

		HEARING IMPAIREDCommunity Center: 

		MOBILITY IMPAIREDCommunity Center: 

		SENIORSCommunity Center: 

		ACCESSIBLERow8: 

		NOT ACCESSIBLERow8: 

		VISION IMPAIREDRow8: 

		HEARING IMPAIREDRow8: 

		MOBILITY IMPAIREDRow8: 

		SENIORSRow8: 

		ACCESSIBLEPROGRAMS: 

		NOT ACCESSIBLEPROGRAMS: 

		VISION IMPAIREDPROGRAMS: 

		HEARING IMPAIREDPROGRAMS: 

		MOBILITY IMPAIREDPROGRAMS: 

		SENIORSPROGRAMS: 

		ACCESSIBLELibrary Transportation: 

		NOT ACCESSIBLELibrary Transportation: 

		VISION IMPAIREDLibrary Transportation: 

		HEARING IMPAIREDLibrary Transportation: 

		MOBILITY IMPAIREDLibrary Transportation: 

		SENIORSLibrary Transportation: 

		ACCESSIBLEYouth Recreation Program: 

		NOT ACCESSIBLEYouth Recreation Program: 

		VISION IMPAIREDYouth Recreation Program: 

		HEARING IMPAIREDYouth Recreation Program: 

		MOBILITY IMPAIREDYouth Recreation Program: 

		SENIORSYouth Recreation Program: 

		ACCESSIBLEMeals on Wheels: 

		NOT ACCESSIBLEMeals on Wheels: 

		VISION IMPAIREDMeals on Wheels: 

		HEARING IMPAIREDMeals on Wheels: 

		MOBILITY IMPAIREDMeals on Wheels: 

		SENIORSMeals on Wheels: 

		ACCESSIBLEChild Care: 

		NOT ACCESSIBLEChild Care: 

		VISION IMPAIREDChild Care: 

		HEARING IMPAIREDChild Care: 

		MOBILITY IMPAIREDChild Care: 

		SENIORSChild Care: 

		ACCESSIBLEFuel Assistance: 

		NOT ACCESSIBLEFuel Assistance: 

		VISION IMPAIREDFuel Assistance: 

		HEARING IMPAIREDFuel Assistance: 

		MOBILITY IMPAIREDFuel Assistance: 

		SENIORSFuel Assistance: 

		ACCESSIBLEHousing Rehab City Hall: 

		NOT ACCESSIBLEHousing Rehab City Hall: 

		VISION IMPAIREDHousing Rehab City Hall: 

		HEARING IMPAIREDHousing Rehab City Hall: 

		MOBILITY IMPAIREDHousing Rehab City Hall: 

		SENIORSHousing Rehab City Hall: 

		ACCESSIBLERow16: 

		NOT ACCESSIBLERow16: 

		VISION IMPAIREDRow16: 

		HEARING IMPAIREDRow16: 

		MOBILITY IMPAIREDRow16: 

		SENIORSRow16: 






ADMINISTRATIVE RESPONSIBILITIES

I.	ADMINISTRATIVE TASKS

	When a Grant Recipient enters into a contract for administrative services, the administrator shall comply with all Federal and State laws and all ODOC/CD requirements.  However, the Grant Recipient is not relieved of its contractual obligation to ensure compliance.  The following list identifies who shall be responsible to ensure the following tasks are completed in a timely manner:

										    Certified CDBG

							Contractor			Administrator



	A.	Public Hearings				□				□

	B.	Environmental Review			□				□

	C.	Release of Funds				□				□

	D.	Requests for Payment			□				□

	E.	Monthly Expenditure Reports		□				□

	F.	Project Files				□				□

	G.	Land Acquisitions (if

		  Applicable)				□				□

	H.	Bid Documents				□				□

		Notice of Award, Pre-

		  Construction Conference,

		  Notice to Proceed			□				□

	I.	Weekly Payrolls				□				□

	J.	On-Site Interviews			□				□

	K.	Coordinate On-Site Visits

		  (Construction)				□				□

	L.	Closeout Documents			□				□

	

II.	DEFINITIONS:  The following are definitions of the above-assigned tasks:



	A.	Public Hearing:  All public hearings must be held in accordance with the Grant Recipient's Citizen Participation Plan in order to comply with 24 CFR 570.486.





	B.	Environmental Review:  Prepare environmental review record for all activities.  Responsibilities include making a recommendation to the local governing body as to a finding of the level of impact, preparation of all required public notices, preparation for Request for Release of Funds and acquiring adequate documentation.  For activities not exempt from environmental assessments, an environmental assessment will be prepared.  For activities exempt and/or categorically excluded from environmental assessments, prepare a written Finding of Exemption, which should identify the project or activity and under which of the categories of exemption it falls.  Also include 

		documentation of compliance with requirements of historic preservation, flood plains and wetlands and other applicable authorities.



	C.	Release of Funds:  Preparation of Environmental Review, leverage/commitment (if applicable, insurance bonding, Residential Anti-Displacement Plan, Placement Plan (ED projects), and Special Conditions (as required).  These documents will be presented to the local governing board for approval and signature and submitted to ODOC for processing.



	D.	Requests for Payment:  Request for funds must be submitted to ODOC/CD on the approved form and prepared in conformance with the instructions provided.  Only request funds that can be expended within the allotted time (15 days from date funds received).  



	E.	Monthly Expenditure Report:  The Grant Recipient must report all funds received in a timely manner.  A Monthly Expenditure Report must be completed and sent to ODOC by the 10th of the following month in which CDBG funds have been received.  Failure to submit this report will result in Requests for Payment being held until all funds received have been reported.



	F.	Project Files:  All originals are to be maintained with the Grant Recipient to demonstrate compliance with all applicable State, local and Federal regulations.  Monitor project files throughout the program to ensure they are complete and that all necessary documentation is being retained.



	G.	Land Acquisition:  If property was or is acquired with the express intent of using it for the activities for which CDBG funds are requested, that acquisition must have been and/or be conducted in conformance with the requirements spelled out in Requirement 407 [HUD Handbook 1378, Chapter 5].



	H.	Bid Documents.  Detailed plans developed for potential contractors.







	I.	Notice of Award, Pre-Construction Conference and Notice to Proceed:  Preparation of the Notice of Award with certification from the construction contractor that he is not listed on the "Debarred List".  Ensure a copy is submitted to ODOC.  Conduct the Pre-Construction Conference, prepare a report in conjunction with Contractor, engineer, architect and subcontractor, to explain contract requirements. (If applicable)



	J.	Weekly Payrolls:  Ensure weekly payrolls and statements of compliance are submitted and compared with Davis-Bacon Wage Rates. (If applicable)



	K.	On-Site Interviews:  Conduct on-site interviews of the construction contractor and/or subcontractor's employees for each job classification.  Interview must be conducted at least once during the course of construction. (If applicable)



	L.	On-Site Visits:  Coordinate On-Site visits. (If applicable)



	M.	Closeout Documents:  Transmittal of CDBG Closeout documents, Final Expenditure Report (Final Expenditure Report ED), Contract Closeout Certifications and Beneficiary Report.










REQUEST FOR PROPOSALS FOR ADMINISTRATIVE SERVICES

FOR THE COMMUNITY DEVELOPMENT BLOCK GRANT



I.	GENERAL INFORMATION



	A.	The ______________________ is requesting proposals to obtain   

			 (Grant Recipient)

		The services of a certified consultant or consulting firm to administer the Community Development Block Grant – Coronavirus Relief Program (CDBG-CV) received from the Oklahoma Dept. of Commerce -Community Development Division (ODOC/CD) for ___________________________________.  All qualified proposals  

			(Identify Project Funded)

		will be considered without regard to race, creed, color, sex, disability or national origin.



	B.	Who May Respond:  Only firms or individuals who have been certified by ODOC/CD to administer CDBG projects.



	C.	Instructions and Proposal Submission:



		1.	Due Date for Proposals:  Proposals must be submitted no 

			later than ______________ on ___________________________.

					  (Time)				(Date)

			All proposals received will be opened and possible selection made at ______________ on _____________________ 

							(Time)			(Date)

			at _____________________________________________________.

							(Place)

			Following the proposal opening, each proposal will be reviewed in accordance with the evaluation criteria stated later in this RFP.



		2.	Inquiries:  Inquiries should be directed to:



			________________________________________________________.

					(Name & Phone Number)



		3.	Preparation of Proposal Costs:  All costs associated with the preparation of a proposal in response to this RFP will be the responsibility of the offeror and will not be reimbursed by the ______________________________________.

							(Grant Recipient)



		4.	Composition:  All proposals must be submitted in writing.  The proposal must include the following separate components:



			a.	Statement of Experience;



			b.	Complete Scope of Services to be provided, including "Administrative Responsibilities” (form enclosed);





			c.	Statement of Price (form enclosed):  One (1) copy;



			d.	Affidavit:  One (1) copy.



		5.	Submittal of Proposal:



			a.	Proposals may be mailed or hand delivered.  It is important that the offeror's proposal be submitted in a sealed envelope clearly marked on the lower left-hand corner with the following information:



		  CDBG-CV CONTRACT ADMINISTRATION PROPOSAL: DUE:_________________

										 (Date of Opening)

		  SEALED PROPOSAL - DO NOT OPEN



				Failure to do so may result in premature disclosure of your proposal or price.  Proposals submitted will not be opened and reviewed until the time specified.  It is the responsibility of the offerors to ensure that the proposal is received by the date and time specified above.



			b.	Proposals are to be submitted to:



				___________________________________________________



				___________________________________________________



				___________________________________________________

				(Enter address proposals are to be delivered to)



		6.	Withdrawal/Resubmission of Proposal:  The offeror may withdraw the proposal at any time prior to the award of the contract.  A proposal may also be retrieved and resubmitted from the above person only prior to the date and time listed for submission.  Proper identification and a formal letter will be required to withdraw the proposal.



		7.	Right to Reject:



			a.	Any proposal indicating a total fee in excess of resources allocated to the services being requested will be rejected.



			b.	A contract for the accepted proposal will be based only on the factors described in this RFP.



		8.	Small and Minority-Owned Businesses:  Efforts will be made to utilize small and minority-owned businesses.









		9.	Notification of Award:  A decision to select the successful administrator will be made within ______ days after the opening of the proposals.  All offerors submitting proposals in response to the RFP will be informed in writing of the name of the successful offeror.



		10.	Anticipated Start and Completion Dates of Contract:  The contract is scheduled to start on ______________________, 							(Date)

			and will be effective for ______________________________.

									(Time Period)



	



	D.	(Briefly describe the community or county, including population, geographic location in the State and any special problems or needs.  Also indicate the frequency of board meetings, number of employees and any other relevant characteristics.)



	E.	At the discretion of the _________________________________ the 

								(Grant Recipient)

		administrative contract may be extended to coincide with the contract received from ODOC/CD.



II.	SPECIFICATIONS



	A.	Identify who will perform the tasks in, "Administrative Responsibilities" and ensure these tasks are completed in a timely manner and the necessary documentation submitted to ODOC/CD, as applicable.



	B.	Statement of Price:  The offeror's proposed fees should be submitted and placed in a separate sealed envelope marked:  "Statement of Price".  Any out-of-pocket expenses such as indirect costs, travel and lodging included in the hourly and total fee may also be included.  The contract will be awarded as a "not to exceed" contract; the statement of price or fee must clearly state the fee for providing each of the services required, with a maximum fee for providing all services through completion of the project.







III.	OFFEROR'S MINIMUM REQUIREMENTS



	Each proposal must include clear information regarding the offeror's prior experience, organization structure and qualifications of the offeror.  Minimum qualifications for consideration have been established to ensure that only fully-qualified firms or individuals capable of providing the services desired are considered.



	A.	Prior Experience:  All proposals must meet the following minimum qualifications to be considered:



		1.	A minimum of ______ separate Federal grants or contracts have been administered by the offeror within the past ______ years for units of local government.



		2.	The names, addresses and telephone numbers of the units of local governments assisted must be supplied.



		3.	A brief description of the grants or contracts administered must be given.



	B.	Organization:  The offeror must provide a brief description of the administrator's firm, including the following:



		1.	Total years in business, including years in business under previous firm names;



		2.	If the firm qualifies as a small or minority firm (requested for informational purposes only; not a qualifying factor for section);



		3.	Organizational Structure:  Describe how the firm administers a typical project and, where applicable, roles and responsibilities of individuals within the firm who may provide some or all of the services;



		4.	Complete resumes for all individuals who will be providing any of the required services.  Education and experience must be provided for each individual.



	C.	Qualifications:



		1.	Offeror must be a certified CDBG Administrator as outlined in Title 150 of the Oklahoma Administrative Code, Chapter 15, Subchapter 9.

		2.	Offeror must provide copies of any licenses or certificates required in its field of expertise, i.e., engineering, architect, inspectors, CDBG Administrator or other professional, as required, which they feel may enhance his/her qualifications.







IV.	PROPOSAL EVALUATION



	A.	Proposals shall be judged non-responsive and removed from further consideration if any of the following occur:



		1.	The proposal is not received by the submission deadline stated in this RFP.



		2.	The proposal does not include all required components of I.C.4. above.



		3.	The affidavit is not properly completed.



		4.	The offeror does not meet the minimum required qualifications and experience.



		5.	Any conflict of interest is determined.



	B.	Proposals shall be rejected from final consideration for the following:



		1.	Any references contacted report unsatisfactory performance regarding previous administration of Federal programs or contracts.



		2.	No references were obtained after attempting to contact nine (9) separate references provided.



		3.	Three (3) references are contacted, but all three references decline to respond to the questions.



	C.	Evaluation:



		1.	Evaluation of each proposal will be based on the following criteria and rates as indicated on the attached rating sheets.  The proposals will be ranked based upon the total number of points received.  The top five offerors, or all if less than five responsive proposals are received, shall be requested to participate in a personal interview with the evaluator(s).  Additional rating points will be awarded based upon the personal interview.  The proposal with the highest overall rating will be awarded the contract.



		2.	Initial Rating Criteria:



			a.	Prior experience;



			b.	Organization;



			c.	Qualifications;







			d.	Statement of Price;



			e.	References.



	D.	In the event of a tie in the ranking of proposals, the lowest total price as indicated in the Statement of Price will be awarded the contract.


STATEMENT OF PRICE





Name of Offeror:______________________________	________________________ 

									FEI No. or SS No., if

									Individual



I.	STATEMENT OF PRICE REQUIREMENTS



	Any costs incurred with the preparation of the attached Proposal shall not be included in determining the proposed fee.  The contract will be awarded as a "not to exceed" contract; the fee below must be the maximum fee for providing all services and the offeror may select either of the following options in providing the required supporting fee information:



	A.	Option A:  Provide a Fee Schedule that lists the individual fee for each service listed on the Scope of Services.  Reimbursement will be based upon the progress towards completion of each service, i.e., completion of 25% of a particular service would result in payment of 25% of the stated fee for that service.  No form is provided.  Offeror shall prepare and attach a Fee Schedule.



	B.	Option B:  Provide an Hourly Price Schedule which includes:  (1) Each individual who will be performing the work and the hourly rate for each individual; and (2) An estimate of the total number of hours required to perform each required Service.  Reimbursement will be based on the hourly rate(s) listed, not to exceed the Total Fee.  Note, however that actual reimbursement will not exceed the percentage of completion for each service as compared to the total hours required for that service.  (Example:  20 hours required for a service; service is 50% complete.  Actual number of hours invoiced is 14 hours; reimbursement will be for a maximum of 10 hours, which is 50% of 20 hours.)  Cumulative hours per service should be listed.  No form is provided.  Offeror shall prepare and attach an Hourly Price Schedule.



II	TOTAL FEE STATEMENT



	_______________________________, as compensation for administrative 

	(Name of Firm or Individual)

	consulting services described in the Scope of Services, requests a fee not to exceed $______________. It is further understood that reimbursement will be made only after receipt of itemized invoices.  The invoices must list the individual services that were provided, their percentage of completion, the fee requested and identity of each staff member, where applicable, who provided the services.







I certify the above-stated fee is true and correct and that I am authorized to submit this fee on behalf of the offeror.







							___________________________________

								Signature





							Date:______________________________



Also find attached:



	____	Fee Schedule



	____	Hourly Price Schedule






Oklahoma Department of Commerce 
 


Procurement Procedures Manual 
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1. Purpose. 


a. To establish and refine the procurement process of the Oklahoma Department of 
Commerce so as to comply with the Oklahoma Central Purchasing Act, State Use 
Committee Rules, State of Oklahoma Policy and Procedures for Purchase Card and Online 
Booking Tool, Office of Enterprise and Management Services (OMES) Central Purchasing 
Administrative rules, these internal purchasing procedures, and all other Federal grants 
and guidelines associated with funds used in the procurement process. 


b. The procurement of goods and services by this agency represent large sums of budgeted 
funds from a variety of funding sources.  Accordingly, the processes used to procure and 
distribute these goods and services will be strictly controlled to ensure the following: 


i. Any agreement, contract, encumbrance or obligation of funds must have prior 
approval either by the division director or designated alternate of the division.   
 Division approval designates that the purchase requirement is necessary to 


accomplish the mission of the agency. 
ii. Funds must be encumbered in all applicable purchasing computer systems; 


including the current Oklahoma Department of Commerce legacy system and the 
state PeopleSoft financial system prior to ordering goods or services. 


iii. Purchases made without prior approval may result in the ordering associate paying 
for the products or services ordered. 


2. Definitions. 
a. Amendment: a revision or change to a document; often used to correct a solicitation.  
b. Associate: a person employed by the State of Oklahoma Department of Commerce.  This 


does not include contractors. 
c. Best Value Criteria: bid or proposal evaluation criteria which include, but are not limited to, 


the following: (Title 74 § Section 85.2.a-j.) 
i. The acquisition’s operational cost a state agency would incur, 


ii. The quality of the acquisition, or its technical competency, 
iii. The reliability of the bidder’s delivery and implementation schedules, 
iv. The acquisition’s facilitation of data transfer and systems integration, 
v. The acquisition’s warranties and guarantees and the bidder’s return policy,  


vi. The bidder’s financial stability, 
vii. The acquisition’s adherence to the state agency’s planning documents and 


announced strategic program direction, 
viii. The bidder’s industry and program experience and record of successful past 


performance with acquisitions of similar scope and complexity, 
ix. The anticipated acceptance by user groups and 
x. The acquisition’s use of proven development methodology and innovative use of 


current technologies that lead to quality results. 
d. Best Value Evaluation Method:  the use of best value criteria to evaluate a bid or proposal. 


The use of this evaluation method must be stated within the solicitation. 
e. Bid: an offer submitted by a bidder in response to an Invitation to Bid or Request for Bid.  


Not to be used interchangeably with quote or proposal. 
f. Bidder: an individual or business entity that has submitted a response to an Invitation to 


Bid or Request for Bid. 
g. Central Purchasing: a division of OMES 
h. Certified Procurement Officer (CPO): an individual who meets the certification 


requirements as outlined by the State of Oklahoma State Purchasing Director. 
i. Change order: means written documentation signed by either the State Purchasing 


Director or the Oklahoma Department of Commerce Deputy Director/Legal Counsel 
authorizing the contractor to make a change to the existing contract. 
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j. Commodity Code: system of numbers designed to identify and list commodities of a service 
or product by classes and sub-classes. The commodity code used by the State of 
Oklahoma is a version of the  UNSPSC (United Nations Standard Products and Services 
Code) commodity code system. 


k. Component: uniquely identifiable input, part, piece, assembly or subassembly, system or 
subsystem, that (1) is required to complete or finish an activity, item, or job (2) performs a 
distinctive and necessary function in the operation of a system, or (3) is intended to be 
included as part of a finished, packaged and labeled item. Components are usually 
removable in one piece and are considered indivisible for a particular purpose or use.  
Commonly, items of a very small or insignificant cost are not considered components. 


l. Contract: a legally binding promise, enforceable by law, between two or more parties. 
m. Contract administration: the management of all actions that must be taken to assure 


compliance with the terms of the contract after award of the contract. 
n. Contract ceiling: maximum amount available for payment of cost or fee, which the contract 


cannot exceed without approval of the purchasing authority. 
o. Contract date:  the date on which a contract is accepted by all parties or the date of award. 
p. Contract Modification: any written alteration in specifications, delivery point, rate of delivery, 


period of performance, price, quantity or other provision of the contract, accomplished by 
mutual action of the parties to the contract. 


q. Contractor: any individual or business having a contract with the requesting agency to 
furnish goods, services or construction for a certain price. 


r. OMES Central Purchasing: The regulatory oversight state agency responsible for several 
support services including Purchasing.    


s. Forms:  Forms mentioned in this document are the official forms issued by OMES Central 
Purchasing and located on their website; official forms by Office of Enterprise and 
Management Services and located on their website; or internal forms developed in the 
Oklahoma Department of Commerce and maintained on their internal shared database.  
Due to the continuous evolving nature of forms, they will not be attached to this document. 


t. Modification: any written alteration to a provision of any contract accomplished by mutual 
agreement of the parties to the contract. 


u. ODOC: acronym for Oklahoma Department of Commerce 
v. Products and services: Products and services consist of, but are not limited to: materials, 


supplies, equipment, maintenance/building services, consulting services, room rentals for 
conferences, registrations, agency membership dues, books, magazine or internet 
subscriptions, job vacancy advertisements, travel and any other type of service or product 
for the mission of the agency that requires payment for that product or service. 


w. Professional Services: services, which are predominantly mental or intellectual in character 
rather than physical or manual and which do not involve the supplying of products. 
Professional services include services to support or improve the state agency policy 
development, decision making, management, administration, or the operation of 
management systems. 
 This term is not to be confused with the professional services defined in Title 18           


§ 803.A.6 that are exempt from competitive bid.  
x. Proposal:  the executed document submitted by a supplier in response to a Request for 


Proposal (RFP).   
y. Purchase card:  an electronic transaction device issued to state agency officials for making 


acquisitions. 
z. Purchasing:  the process of economically obtaining supplies and services for public 


purpose and use. 
aa. Quotes:  a statement of price, terms of sale, and description of goods or services usually 


for purchases below the amount requiring formal bidding. 
bb. Scope of Work: chronological division of work to be performed under a contract or 


subcontract in the completion of a project. 
cc.  Sole brand acquisition: an acquisition that by specification restricts the acquisition to one 


manufacturer or brand name. 
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dd. Sole source acquisition: an acquisition which, by specification, restricts the acquisition to 
one supplier.   


ee. SOW: acronym for Statement of Work and Scope of Work 
ff.   Split Purchasing: dividing a known quantity or failing to consolidate a known quantity of an 


acquisition for the purpose of evading a competitive bidding requirement. 
gg. Statement of Work: detailed description of the specific services or tasks a contractor is 


required to perform under a contract.  Statement of Work is usually incorporated in a 
contract, indirectly by reference or directly as an attachment.  


3. ODOC Purchasing Authority and Hierarchy 
a. The State Purchasing Director, under the supervision of the Director of the Office of 


Enterprise and Management Services, shall have sole and exclusive authority and 
responsibility for all acquisitions used or consumed by state agencies. (Title 74 § Section 
85.5.(A)) 


b. State agencies shall make acquisitions in accordance with state statutes as outlined in  
Title 74 O.S. §85.1 et seq. and administrative rules as outlined by Administrative Rules 
Oklahoma Administrative Code (OAC) 260:115. 


c. The ODOC Certified Purchasing Officer is the delegated purchasing authority and primary 
CPO for ODOC. 


d. The ODOC Certified Purchasing Officer reports to the Deputy Director/Legal Counsel.   
e. The Deputy Director/Legal Counsel reports to Secretary of Commerce. 


4. ODOC Procurement Responsibilities 
a. To obtain quality materials, supplies, equipment and services to support the mission of the 


agency. This is accomplished by assisting with the procurement process to obtain products 
and services in the most cost effective and efficient manner possible within the legal 
boundaries established by the State of Oklahoma statutes. 


b. Maintain an agency Certified Procurement Officer for the agency. 
 This includes continuing education courses each year. 


c. Procurement will ensure that OMES Central Purchasing administrative rules and the 
Oklahoma Central Purchasing Act are enforced. Other duties include, but are not limited 
to: 


i. Helping end users with needs assessment. 
ii. Establishing the correct acquisition process for each purchase. 


iii. Utilizations of state use committee products and services. 
iv. Maintaining acquisition and supplier files. 
v. Provide and assist with internal audit and tracking of requisitions and payments. 


vi. Submission of written reports as required by the State Purchasing Director. 
vii. Coordinate purchasing activities between ODOC and OMES Central Purchasing. 


d. Acquisitions to establish and operate Commerce offices outside state boundaries in 
accordance with 74 O.S. § 5003.10.  The Global Branding and Engagement Services unit 
at the Oklahoma Department of Commerce has the responsibility of promoting the 
international sale of Oklahoma manufactured goods and products and the encouragement 
of investment in Oklahoma by international business and investors.  This is accomplished 
primarily through the offices of the Oklahoma Department of Commerce located outside of 
the State of Oklahoma.  Purchasing connected with these offices is not subject to the 
competitive bidding laws of the State of Oklahoma pursuant to 74 O.S. § 5003.10.  Part of 
the support of these offices and their missions is the participation by Oklahoma Department 
of Commerce staff in trade shows and events outside the State of Oklahoma.  By 
extension, the exemption for these offices at 74 O.S. § 5003.10 also extends to the 
programs and events in support of said offices. 
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5. Simplified Purchasing Process Overview 
a. The end user will: 


i. Identify need 
ii. Define specific requirements 


iii. Define price parameters 
iv. Identify potential sources 
v. Complete Purchase Requisition with detailed information and include all required 


forms 
vi. Obtain appropriate division and agency approval 


vii. Submit the purchase requisition to Financial Services 
viii. If purchase is over $5,000, request will be submitted to the ODOC Certified 


Purchasing Officer for processing 
b. Procurement will: 


i. Review the purchase requisition for necessary and required approvals 
ii. Determine purchasing methodology 


iii. Perform necessary purchasing functions 
1. Solicitation – refer to ODOC Certified Purchasing Officer 
2. Statewide contract release 
3. Open Market release 
4. OMES Central Purchasing Requisition or change order 
5. Any other approved purchasing method required 


iv. Obtain required documentation from all sources with the help of the end user 
v. Verify funding sources 


vi. Complete the purchase order or forward to OMES Central Purchasing for 
completion 


vii. Send a copy to the end user and supplier 
viii. Maintain purchase order file 


c. The end user will: 
i. Coordinate delivery of services or product with supplier 


ii. Ensure supplier compliance with requirements through consistent method of 
monitoring during the acquisition process 
 End users should involve the ODOC Certified Purchasing Officer to help with 


resolving any supplier issues 
iii. Review and approve an accurate and proper invoice upon completion 
iv. Submit invoice to accounts payable for payment 
v. Submit any required documentation to Procurement as necessitated by the 


purchase. 
 An example would be the Supplier Performance Evaluation form after the 


completion of the services 


6. Purchasing Methodologies 
a. Purchasing methods are established for the purchase of products and services 


 Purchasing methods are not indicative of the payment methods, but all products and 
services must have a purchase order in place prior to the placement of order, receipt 
of order item(s) and subsequent payment. 


b. Purchasing methodologies are: 
i. Competitive bids or proposals 


ii. General Services Administration (GSA) contracts 
iii. Interagency or intergovernmental purchase 
iv. Open Market Purchase 
v. Releases against statewide contracts 


vi. Sole source acquisitions 
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vii. State Use Product or Service 
viii. Statutorily Exempt purchases 


c. Each purchasing methodology has a standard procedure and required documentation.  
Appendix A of this manual will outline the standardized procedure and documentation for 
each methodology. 


d. There are several classifications of products and services that have specific rules 
pertaining to their purchase regardless of the methodology. Those special classifications 
are discussed in Appendix B. 


7. Legal Requirements 
a. Signature authority for divisions 


 If a division director delegates their signature authority for purchase orders or any other 
accounting/procurement document, notification must be sent to the ODOC Budget 
Officer stating the delegation authority, time frame and dollar limits.  Illustration of 
signature authority for procurement processes shall be documented using the 
Authorized Signature form (OMES-CP-FORM 001) and a copy of the completed form 
shall be maintained in Procurement and OMES Central Purchasing. 


b. Contract review 
 ODOC rules prohibit any ODOC associate from signing any contractual document 


without review and approval of said document by the legal staff of ODOC. 
c. Obligating state funds or liability 


 State law prohibits state employees from obligating state funds unless authorized by 
statute or administrative law 
1. Obligating state funds includes written or verbal authorization to any individual or 


entity to provide products or services that would incur an implied obligation to the 
State of Oklahoma to pay for such product or services. 


2. If an ODOC associate obligates state funds without following the proper process 
by having an encumbrance in place prior to obligating state funds, the individual 
may be responsible for paying that obligation. 


d. Purchase of food and beverages 
 Title 74  O.S. § 500.2(C) authorizes the Department of Commerce to make direct 


payment for food, lodging, meeting facilities and beverage expenses as may be 
necessary for sponsoring seminars and receptions relating to economic development 
and science & technology issues.  
1. Policy: Associates desiring to host a seminar or reception that requires the 


acquisition of a meeting facility, food and beverage should have a Purchase Order 
in hand, prior to placing the order. 


2. Allowable cost: Cost of meeting rooms, hospitality suites, and other special 
facilities used in conjunction with economic development activities, to include the 
cost of food and beverages used in conjunction with seminars or receptions 
dealing with economic development activities. 


3. Procedures: When a purchase requisition (PR) is submitted for the purchase of 
food and beverages the purchasing procedure outlined in this policy should be 
followed.   
a. The PR must contain a description of services to be provided, justification, the 


date and location of the function, the approximate number of participants and 
the organization they represent or you may attach a list of invitees to the PR. 


b. A statement certifying compliance with the statute must be attached to the PR. 
c. Division Director and appropriate executive approval must be obtained prior to 


submitting to ODOC Procurement. 
e. Audits 


i. External Audits 
1. ODOC Procurement processes are audited annually by an independent 


auditing firm.  These audits review for compliance to all procurement and 
accounting policies and procedures for ODOC and the State of Oklahoma. 
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2. OMES Auditors have statutory authority to audit for performance compliance 
in procurement processes and independently for purchase card use. 


a. These audits are not scheduled on a regular basis, but can be 
initiated at any time. 


b. ODOC’s purchasing ability can be severely limited if there are 
sufficient deficiencies to warrant such actions. 


3. Auditors from various federal agencies that allocate federal funds to ODOC 
periodically review grant process records that include purchasing and payment 
processes. 
 It is the responsibility of the individual divisions to notify ODOC 


Procurement when federal funds are being used and the individual 
requirements for the use of such funds. 


ii. Internal Audits 
1. Receiving: All deliveries will be verified against the purchase order to ensure 


the right product; price and quantity have been received.  Products/services 
will not be paid until verification of their receipt or completion. 


2. Invoices will be reviewed by the end user to verify payee name and address, 
correct dollar amount, quantity, description of goods or service and verify that 
goods/services have been received.    


a. Accounting will audit the invoice against our internal purchasing 
system and the state financial accounting system.  


b. If the invoices pass review, accounting will process the invoices 
by preparing payment claims and submitting them to OMES. 
Invoices with discrepancies will be returned to the end user for 
correction. 


3. Purchase Card use for acquisition of programs, functions or services essential 
to the mission of the agency while traveling on ODOC business in foreign 
locations is audited every quarter. 


8. Open Records and Media Requests 
All open records or media requests must be forwarded to ODOC Legal Counsel or 
Legislative Liaison for fulfillment. 


9. Contract Administration 
a. Supplier Conflict Resolution: 


i. All communications with suppliers should be in writing, but this is not always 
feasible and misunderstandings do occur. 


ii. The end user must make an attempt to cure or correct their problem and give the 
same opportunity to the supplier. 


If a problem occurs, all communications between parties must be in writing 
to prevent further misunderstandings and to document the file. 


iii. If a mutually satisfactory solution cannot be obtained between the two parties, 
contact the Procurement Director or ODOC Legal Counsel for assistance. 


If either the Procurement Director or ODOC Legal Counsel cannot resolve 
the issue, the matter will be referred to OMES Central Purchasing. 


iv. Regardless of how the issue is resolved, the OMES Central Purchasing Supplier 
Performance Evaluation form must be completed for documentation.  


b. Professional Service Evaluations: 
i. State statutes require a state agency evaluate the performance of the professional 


services upon completion of the services 
1. The performance evaluation shall indicate the quality or work product of the 


professional service provider. 
2. The agency may use the OMES Central Purchasing Supplier Performance 


Evaluation form for documenting the quality of work of the professional service 
provider. 
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ii. The evaluation documentation shall be maintained in the agency procurement file. 
Evaluations indicating unsatisfactory service must be sent to OMES 
Central Purchasing. 


c. Record Retention: 
i. ODOC Procurement will maintain records for all purchase orders and their 


associated documentation. This does not include invoices or payment claims. 
1. Records must be maintained for seven (7) years following completion or 


termination of the acquisition.   
2. If an audit, litigation, or other action involving such records is started before 


the end of the seven (7) year period, the records shall be maintained for 
two years from the date all issues arising from the action are resolved or 
until the end of the seven (7) year retention period, whichever is later. 


ii. ODOC Procurement will maintain P-Card records for seven (7) fiscal years.  
If audit, litigation or other action is started before the end of the seven year 
period, the records are required to be retained for two years from the date 
all issues arising out of the action are resolved or until the end of the seven 
year retention period, whichever is longer.   
 


10. Payment Methodologies 
a. Invoices: 


i. All deliveries will be verified against the purchase order to ensure the right product, 
price, and quantity have been received.   


1. Receiving documents will be initiated by Operations and signed by the end 
user upon receipt of the product or service by the end user. 


2. Completed receiving documents will be held by Operations until Financial 
Services receives invoice. 


ii. Upon receipt of the invoice, Financial Services will verify all information against the 
purchase order and process for payment 


Items/services will not be paid until verification of their receipt or 
completion. In case of discrepancies, the accounting staff will immediately 
resolve the discrepancies with the end user or supplier. 


iii. All payments are in arrears unless certain criteria are met as outlined by Statewide 
Accounting Manual. 


b. Purchase Cards: 


                       Please see separate ODOC Purchase Card procedures. 


11. Illegal Purchasing Activities and Associated Penalties 
a. Gratuity is defined by the Encarta Dictionary as a small gift, usually of money, given to 


somebody such as a waiter as thanks for service given. The Oklahoma Central Purchasing 
Act does not define gratuity, but establishes a rule (Title 74 O.S. § 85.13) prohibiting the 
acceptance of any gift, donation, or gratuity for himself (herself) or any immediate family 
member from any seller or prospective seller of any property covered by the Oklahoma 
Central Purchasing Act; and it shall further be unlawful for any seller or any prospective 
seller to give or donate anything of value. 
 A violation of this rule shall constitute a misdemeanor. 


b. Obligation of State funds without accompanying encumbrances occurs when ordering and 
receiving products/services prior to a purchase order being performed or increased.  There 
are three ways to correct these issues: 


i. For minor infractions, an after the fact purchase order or change order to existing 
purchase order can be performed. This can only occur if the infraction is caught 
within thirty days and the dollar amount does not violate any purchasing rules such 
as competitive dollar limits. 
 These after the fact purchases are tracked by ODOC Procurement and 


reported to management each month. They are also randomly audited by 







ODOC Procurement Procedures 


Page 10 of 21                                                Revised March 2018 


OMES and audit issues are annotated and reported to the appropriate 
oversight agencies. Needless to say, this method is not recommended by 
ODOC Procurement. 


ii. For major infractions, a ratification agreement is performed. A major infraction 
occurs if the infraction is over thirty days old or the dollar amount violates 
purchasing rules. Payment is negotiated between the ODOC Legal Counsel and 
the supplier via a ratification agreement which ratifies the purchase. 
 Ratification agreements are signed by the Secretary of Commerce or their 


designee then reported to the governor and legislature each year. 
iii. For either major or minor infractions, ODOC management may legally choose to 


have the associate, who obligated the funds without the encumbrance, be 
responsible for the total cost. At the discretion of ODOC management, further 
corrective measures may be leveraged against the associate. 


c. Service Justification statement, which is part of the standard comment section in 
PeopleSoft, is required by Title 74 O.S. § 85.4(E) for each acquisition for nonprofessional 
or professional services and signed by ODOC Legal Counsel affirming that the statements 
contained within the Service Justification are true. 


 Title 74 O.S. § 85.4(F).  reads “Any person certifying the information required 
by Subsection E of this section who knows such information is false, shall upon 
conviction be guilty of a misdemeanor and shall be punished by fine or 
imprisonment or both fine and imprisonment pursuant to the provisions of 
Section 85.15 of this title and shall be civilly liable for the amount of the 
contract.” 


d. Sole Source Certification and sole source terms are governed by title 74 O.S. § 85.45j and 
required to justify why an acquisition is exempt from the competitive process. This form is 
signed by the Secretary of Commerce or their designee. 


 The penalty portion of the law reads “Any chief administrative officer of a state 
agency affirming the certification required by this subsection  who knows the 
information to be false shall be deemed guilty of perjury & upon conviction shall 
be punished by fine or by imprisonment or both fine and imprisonment 
pursuant to law. Upon conviction or upon entering a plea of nolo contendere 
pursuant to this paragraph, shall forfeit his/her position and shall be ineligible 
for appointment or employment in the state service for 5 years. 


e. Split Purchasing occurs when an end user or division splits the total acquisition of a known 
quantity acquisition into two or more acquisitions to evade the competitive requirements. 
This includes multi-year agreement totals, total project costs, total one time purchases, and 
aggregate same commodity purchases for a fiscal year. 


 Split purchasing for the purpose of evading the requirement of competitive 
bidding shall be a felony pursuant to title 74. O.S. § 85.7(A) (2) (a). 


f. Additional penalties for noncompliance with the state statutes or the OMES Central 
Purchasing Administrative rules are further defined as follows: 


i. Title 74 O.S. § 85.5(E)(5) Recommending that the Director of the OMES reduce 
the acquisition competitive bid limit amount for any state agency found not to be in 
compliance with the Oklahoma Central Purchasing Act or rules promulgated 
thereto. 


ii. Title 74 O.S. § 85.5(F)(4)The Director of the Office of Enterprise and Management 
Services may transmit to the Attorney General or the State Auditor and Inspector 
for further investigation a report made by the State Purchasing Director that the 
Director of the OMES reasonably believes indicates that an action that constitutes 
a criminal violation pursuant to the Oklahoma Central Purchasing Act or other laws 
has been taken by any state agency, state agency official, bidder, or supplier. 


iii. Title 74 O.S. § 85.15 states that all persons, agents, officers, and employees of 
the state included within the provision of this act are required to conform strictly to 
the provisions of this act, and any such persons, agents, officers or employees 
violating any provision of the Oklahoma Central Purchasing Act, shall be deemed 
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guilty of a misdemeanor unless otherwise provided, and upon conviction shall be 
fined not less than one hundred dollars ($100.00) nor more than five hundred 
dollars ($500.00) or be imprisoned in the county jail not to exceed six (6) months 
or both such fine and imprisonment. 


12. Emergency Purchases 
The Appointing Authority may authorize Oklahoma Department of Commerce Procurement 
to make an emergency purchase (Title 74, O.S. §85.7(A)(4)).  An emergency purchase is 
one which is defined as a condition resulting from a sudden unexpected happening or 
unforeseen occurrence or condition and situation wherein health or safety of lives and 
property are endangered, the situation will continue to worsen, or where there will be 
substantial damage to public and/or agency property.  Acquisitions under this provision 
may not exceed $100,000. A requisition, together with a detailed written justification or 
statement of the emergency shall be provided to the State Purchasing Director within five 
days following the acquisition. The written justification must state the word “emergency”. 


13. Supplier Protest 
Legal counsel will review and process any supplier protests, however the OMES Central 
Purchasing Administrative Rule OAC 260:115-3-19 Supplier Protest, will be followed. 
 


14. Act Not to Affect Non-Conflicting Procedures – Acquisitions Excluded. 
Except as otherwise provided by this section, the acquisitions specified in this subsection 
shall be made in compliance with Section 85.39 of this title but are not subject to other 
provisions of The Oklahoma Central Purchasing Act. 


i. Contracts entered into by the Oklahoma Department of Commerce pursuant to the 
provisions of Section 5066.4 of this title. 


ii. Acquisitions by the Native American Cultural and Educational Authority and 
acquisitions by the Oklahoma Department of Commerce to assist the Native 
American Cultural and Educational Authority pursuant to the Section 5017 of this 
title. 
 


15. One-Year limitation on entering contracts with certain persons – Exceptions. 
Each contract entered into by any person or firm with the State of Oklahoma shall include 
a statement certifying that no person who has been involved in any manner in the 
development of that contract while employed by the State of Oklahoma shall be employed 
to fulfill any of the services provided for under said contract. This subsection shall not 
preclude faculty and staff of the institutions within The State System of Higher Education 
from negotiating and participating in research grants and educational contracts. Nor shall 
this subsection apply to personnel of the Capital Resources Division of the Oklahoma 
Department of Commerce who contract to provide services to the Oklahoma Capital 
Investment Board. 
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There are specific requirements defined by state law for each purchasing methodology. These general 
requirements are outlined in the procedures for each methodology: 


1. Competitive bids or proposals between $5,000.01 and $10,000: 
a. Definition: Based on the statutory Oklahoma Central Purchasing Act, all purchases over 


$5,000 that are not a purchasing methodology other than competitive bids listed in 
Procurement Procedures Section 6 must be competed based on defined rules listed in this 
section. 


b. Process:   
i. End user identifies needs for the acquisition 
ii. End user identifies the requirements of the needs 


1. Detailed specifications for products, or 
2. Required services. 


iii. End user identifies a minimum of three (3) potential suppliers. 
There are several sources for identifying potential suppliers and they 
include but are not limited to: 


a. Three (3) registered suppliers from OMES Central Purchasing list 
b. Telephone book 
c.  Internet 
d. Industry specific resource guides 
e. Previous ODOC work experience 
f. Word of mouth. 


iv. An internal ODOC requisition is prepared by the end user citing: 
1. The specific need and the requirements for the acquisition 
2. The list of suggested suppliers 
3. The funding source and availability 
4. Applicable terms and conditions related to the acquisition. 


v. An informal solicitation is performed by the end user or ODOC Procurement. 
Informal solicitation can be performed by phone, facsimile, email or mail 
with each potential supplier receiving requirements and same response 
instructions. A completed Non-collusion Certification is to be included and 
returned by the bidder pursuant to Title 74, O.S. Section 85.22. 


vi. The end user reviews the responses to the solicitation for responsiveness to the 
solicitation. 


vii. The end user evaluates the responses based on the requirements of the 
solicitation. 


viii. The end user completes an award recommendation that includes an explanation 
of the solicitation process and evaluation. 


ix. All documentation is attached to the requisition. 
x. The requisition is routed through the appropriate division and agency approval 


levels. 
The approval routing for each division is not defined in these purchasing 
procedures, but is maintained in Financial Services. 


xi. Submission to ODOC Procurement where: 
1. Requisition and competition is reviewed for completeness, competitive 


fairness, and applicability by a CPO; 
2. Agency requests verification of Workers’ Compensation Insurance 


coverage; 
3. Entered into purchasing software system; 
4. Signature of ODOC Procurement Director; 
5. Disbursement of purchase order to supplier and end user. 


c. Required Documentation: 
i. Requisition for the acquisition 
ii. Original documentation pertaining to competitive process. 
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iii. If the acquisition is a service, either a service acquisition term is located in the 
standard comments section in PeopleSoft or a Supplier Contract Certification is 
completed. 


iv. Completed Non-collusion Certification pursuant to Title 74, O.S. Section 85.22 
v. Completed OMES Vendor/Payee Form. 
vi. Applicable documentation if it is a special classification as identified in Appendix 


B. 


2. Competitive Bids or Proposals between $10,000.01 and $25,000: 
a. Definition: Based on the statutory Oklahoma Central Purchasing Act, all purchases over 


$10,000 and less than $25,000, that are not a purchasing methodology other than 
Competitive Bid listed in Section 6, must be competed based on defined rules listed in this 
section. 


b. Process:   
i. End user identifies needs for the acquisition 
ii. End user identifies the requirements of the needs for the acquisition 


1. Detailed specifications for products, or  
2. Required services. 


iii. An internal ODOC requisition is prepared by the end user citing: 
1. The specific need and the requirements for the acquisition 
2. Ten (10) registered suppliers from OMES Central Purchasing list 
3. A list of other suggested suppliers if any 
4. The funding source and availability 
5. The projected budget 
6. Applicable terms and conditions 


iv. All documentation is attached to the requisition. 
v. The requisition is routed through the appropriate division and agency approval 


levels. 
vi. The approval routing for each division is not defined in these purchasing 


procedures, but is maintained in Financial Services. 
vii. Submission to the ODOC Certified Purchasing Officer where: 


1. Specifications related to the acquisition are reviewed for completeness.   
 Certified Purchasing Officer will clarify any requirements or required 


terms with end user. 
2. All OMES Central Purchasing registered suppliers will be identified and a 


compilation of the suggested suppliers and the identified OMES registered 
suppliers will establish a supplier list for the solicitation. 


3. A formal solicitation process will be used to notify the suppliers on the 
supplier list of the solicitation and the response due date and time. 
 All communication between suppliers and the agency will be 


conducted through the ODOC Certified Purchasing Officer listed on 
the solicitation only.   


4. Upon receipt of solicitation responses at the appointed due date and time, 
the Certified Purchasing Officer will complete a response tabulation sheet, 
and review responses for solicitation responsiveness.  
 A completed Non-collusion Certification is to be included and returned 


by bidder pursuant to Title 74, O.S. Section 85.22. 
5. During the solicitation process, end users will be required to develop an 


evaluation matrix based on the requirements of the solicitation, and 
develop a standardized reference questionnaire sheet for the solicitation. 


viii. Once the tab sheet is complete, responsiveness determined, evaluation matrix, 
and reference questionnaire have been developed, the end user will receive copies 
of the responses to evaluate. 
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During the evaluation process, an independent ODOC resource or ODOC 
Certified Purchasing Officer will verify references based on the reference 
questionnaire. 


ix. Upon completion of the evaluation process, the end user will forward an award 
recommendation to ODOC Certified Purchasing Officer that includes all original 
evaluation documents. 


x. The evaluation process and recommendation is reviewed for completeness, 
competitive fairness, and applicability by a CPO 


All CPO questions and subsequent evaluation committee answers 
pertaining to the evaluation process will be documented. 


xi. Once the evaluation process is validated, the Certified Purchasing Officer will 
review the supplier information for Secretary of State registration number, 
Oklahoma Sales Tax Permit, Workers’ Compensation Insurance coverage, and 
Federal debarment status. 


xii.  The award is entered into the purchasing software system; 
xiii. Signature of ODOC Deputy Director/Legal Counsel; 
xiv. Disbursement of purchase order to supplier and end user. 


c. Required Documentation: 
Pre-solicitation requirements: 


1. Requisition 
2. Solicitation requirements 
3. Evaluation Matrix 
4. Reference Questionnaire 
5. Registered Supplier List for category and other sources  
6. If it is a service acquisition, a service acquisition statement  is located in 


the PeopleSoft standard comments section  
7. Applicable documentation if it is a special classification as identified in 


Appendix B. 
ii. Award Document requirements: 


1. Completed Non-Collusion Certification  pursuant to Title 74, O.S. Section 
85.22 


2. OMES Vendor/Payee Form 
3. If it is a professional or non-professional service, a Supplier Contract 


Certification  is completed  
4. Any special certifications required by requirements of the solicitation. 
5. Completed evaluation documentation 
6. Completed reference questionnaires 
7. Completed solicitation response tabulation sheet 
8. Award recommendation. 


3. Competitive Bids or Proposals over $25,000.01 and not exceeding $50,000: 
a. Definition: Based on the statutory Oklahoma Central Purchasing Act, all purchases over 


$25,000 and not exceeding $50,000 that are not a purchasing methodology other than 
Competitive Bid listed in Section 6 must be completed based on defined rules listed in this 
section. 


b. Process:   
i. End user identifies needs for the acquisition 
ii. End user identifies the requirements of the needs for the acquisition 


1. Detailed specifications for products, or 
2. Required services. 


iii. An internal ODOC requisition is prepared by the end user citing: 
1. The specific need and the requirements for the acquisition 
2. All registered suppliers for the category and other sources  
3. The funding source and availability 
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4. The projected budget 
5. Applicable terms and conditions 


iv. All documentation is attached to the requisition. 
v. The requisition is routed through the appropriate division and agency approval 


levels. 
The approval routing for each division is not defined in these purchasing 
procedures, but is maintained in Financial Services. 


vi. Submission to ODOC Procurement where: 
1. Specifications are reviewed for completeness.   


 CPO will clarify any requirements or required terms with the end user. 
2. Specifications are then formatted in the standardized OMES Central 


Purchasing Solicitation format. 
3. Suggested evaluation matrix (if required) will be completed by ODOC 


Procurement and sent to the end user for review and modified if required. 
4. A PeopleSoft (epro) requisition will be completed in the required OMES 


format and attached to the specifications and completed evaluation matrix. 
vii. ODOC Procurement will then process the solicitation internally. 
viii. All communications concerning the solicitation will be routed through ODOC 


Procurement during the solicitation process. 
ix. Once responses are received, copies will be sent to the end user for the evaluation 


process after completion and return to ODOC Procurement of the Conflict of 
Interest and Non-disclosure Statement for Evaluation Team form. 


x. ODOC Procurement will coordinate the evaluation process ensuring that all 
required documentation is completed. 


xi. The award recommendation will be sent to ODOC Procurement for their review 
and approval.   


xii. Upon final approval, a purchase order will completed. 
c. Required Documentation: 


i. Pre-solicitation requirements: 
1. Internal ODOC Requisition 
2. Solicitation requirements 
3. Evaluation Matrix 
4. Reference Questionnaire 
5. All registered Suppliers for the category and other sources  
6. If a service acquisition, either a Supplier Contract Certification  form is 


completed, or service acquisition statement is included within PeopleSoft  
7. Applicable documentation if a special classification as identified in 


Appendix B. 
ii. Evaluation Document requirements for solicitations: 


1. Completed evaluation matrix documentation 
2. Completed reference questionnaires 
3. OMES Conflict of Interest and Nondisclosure Statement for Evaluation 


Team 


4. GSA (General Services Administration) Purchases: 
a. Definition:  Federal General Services Administration schedules are available for use by 


state agencies per the Oklahoma Central Purchasing Act.   
b. Process: 


i. The State Purchasing Director has defined specific procedures to follow for a GSA 
purchase. 


ii. Refer to the OMES website or ODOC Procurement for the latest procedure to use 
for GSA purchases. 


iii. Prepare a requisition once the procedure requirements are met. 
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iv. The requisition is routed through the appropriate division and agency approvals 
levels. 


The approval routing for each division is not defined in these purchasing 
procedures, but maintained in Financial Services. 


v. Submission to ODOC Procurement where: 
Requisition is reviewed for completeness; 


vi. Agency requests proof of Workers’ Compensation Insurance coverage. 
vii. ODOC Procurement will complete the balance of the process by entering a 


requisition into the purchasing software system 
viii. Upon signature by the ODOC Procurement Director, the requisition and attached 


documentation is sent to OMES Central Purchasing for review, approval and 
processing. 


ix. Upon completion of the purchase order, OMES Central Purchasing will send a 
copy to ODOC Procurement and the supplier. 


x. ODOC Procurement will send a copy of the purchase order to the end user.   
c. Required Documentation: 


i. Requisition. 
ii. Original documentation pertaining to GSA process. 
iii. If a service acquisition, either the service acquisition statement is included as a 


term within PeopleSoft or completion of the Supplier Contract Certification. 
iv. Completed Non-Collusion Certification pursuant to Title 74, O.S. Section 85.22 
v. OMES Vendor/Payee Form. 
vi. Applicable documentation if a special classification as identified in Appendix B. 


5. Intergovernmental or Interagency Purchases: 
a. Definition: By Title 74 O.S. § 581 or 74 O.S. §§ 1001 through 1008, agencies may contract 


with a political division or subdivision, agency of the United States or another state agency. 
Acquisitions shall not be made for the purpose of evading competitive bidding 
requirements, provisions of the Oklahoma Central Purchasing Act, rules of the Purchasing 
Division, or provisions related to the State Use Committee. 


b. Process: 
i. The end user identifies the need or program that requires interaction with the 


governmental unit; 
ii. The end user defines the requirements within the acquisition; 
iii. Bilaterally approved documentation is created to support the acquisition. i.e. quote, 


scope of work, contract, etc. 
iv. A completed requisition is attached to the documentation, approved and sent to 


ODOC Procurement for processing. 
c. Required Documentation: 


i. Requisition; 
ii. Bilaterally approved documentation; 
iii. If the acquisition is a service, a service acquisition statement is located in 


PeopleSoft standard comments section or a Supplier Contract Certification is 
completed;  


iv.  OMES Vendor/Payee Form if the supplier is a new entity for ODOC. 


6. Open Market Purchases: 
a. Definition:  Individual acquisitions where the total acquisition amount is under $5,000. 
b. Process: 


i. End user identifies need for acquisition 
ii. End user establishes the total acquisition price is under $5,000. 
iii. End user identifies the suggested supplier and their quote 


This process should establish that price is fair market value. 
iv. Requisition is prepared with detailed information 
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v. Requisition is routed through the appropriate division approval process 
vi. Requisition submitted to ODOC Procurement where 


1. It is reviewed for completeness and accuracy; 
2. It is entered into the purchasing software system; 
3. The purchase order is disbursed to the end user and the supplier. 


c. Required forms: 
i. Requisition 
ii. Service acquisition term is located in PeopleSoft standard comments section or 


completion of Supplier Contract Certification, if applicable  
iii. Purchase order. 


7. Releases: 
a. Definition:  Releases are purchase orders to acquire products or services from statewide 


contracts established by OMES Central Purchasing. 
b. Process:   


i. End user identifies a need that is available through an OMES issued statewide 
contract. 


ii. An internal ODOC requisition is prepared by the end user citing: 
1. The Statewide Contract number 
2. The applicable line item number 
3. The established contract price 
4. Appropriate documentation as established by the contract requirements is 


completed and attached. Examples would be a Statement of Work or a 
quote from the appropriate web site. 


iii. The requisition is routed through the appropriate division and agency approval 
levels. 


The approval routing for each division is not defined in these purchasing 
procedures, but is maintained in Financial Services. 


iv. Submission to ODOC Procurement where: 
1. The requisition is reviewed for completeness and applicability; 
2. It is entered into the purchasing software system; 
3.  It is signed by the ODOC Procurement Director; 
4. The purchase order is disbursed to the supplier and the end user. 


c. Required Forms: 
i. Requisition for acquisition 
ii. Required contract specific documentation 
iii. Documentation for special purchases as outlined in Appendix B. 
iv. Purchase order 


8. Sole source acquisitions: 
a. Definition:  An acquisition may be exempt from competitive bidding procedures as a sole 


source or sole brand acquisition.  (Title 74 O.S. § 85.45j) 
b. Process:   


i. End user identifies a need that is only available through a sole source or sole brand 
acquisition. 


ii. An internal ODOC requisition is prepared by the end user citing: 
1. The specific need and the requirements for the acquisition 
2. The sole source supplier or possible suppliers if the acquisition is 


determined through research to be limited to a specific brand  
3. The funding source and availability 
4. The projected budget 
5. Applicable terms and conditions 


iii. All documentation is attached to the requisition. 
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Sole Source Terms to be added.  A Sole Source Certification ready for 
authorized signature and completion should be attached. 


iv. The requisition is routed through the appropriate division and agency approval 
levels. 


1. Must go through the Secretary of Commerce or their designee for the Sole 
Source Certification signature. 


2. The approval routing for each division is not defined in these purchasing 
procedures, but is maintained in Financial Services. 


v. Submission to ODOC Procurement where: 
1. The requisition is reviewed for completeness and applicability 
2. It is entered into purchasing software system 
3. If the acquisition is under $50,000: 


a. Signature of the ODOC Procurement Director is required 
b. Disbursement of the purchase order to the supplier and end user. 


4. If the acquisition is over $50,000 
a. A PeopleSoft requisition is completed and all documentation sent 


to OMES Central Purchasing for purchase order processing. 
b. Upon completion of the purchase order, OMES Central 


Purchasing will send a copy to ODOC Procurement and the 
supplier. 


c. ODOC Procurement will send a copy of the purchase order to the 
end user.   


c. Required Forms: 
i. Requisition for the acquisition 
ii. Sole Source Certification and Terms 
iii. Required contract specific documentation 
iv. Documentation for special purchases as outlined in Appendix B. 
v. Purchase order 


9. State Use Product or Service: 
a. Definition:  Products/services are available from suppliers employing the severely 


handicapped pursuant to Title 74 O.S.§§ 3001 - 3010 State agencies shall make 
acquisitions from the suppliers approved on the State Use Procurement Schedule and by 
the State Use Committee which governs the products or services available. The 
Department of Commerce shall make maximum utilization of such products/services and 
no similar products/services shall be purchased by the agency from any other source.  


b. Process:   
i. End user identifies needs for the acquisition 
ii. End user identifies the requirements of the needs 


1. Detailed specifications for products or, 
2. Required services. 


iii. An internal ODOC requisition is prepared by the end user citing: 
1. The specific need and the requirements 
2. The funding source and availability 
3. The projected budget 
4. Applicable terms and conditions 


iv. All documentation is attached to the requisition. 
v. The requisition is routed through the appropriate division and agency approval 


levels. 
vi. The approval routing for each division is not defined in these purchasing 


procedures, but is maintained in Financial Services. 
vii. Submission to ODOC Procurement where: 


1. The requisition is reviewed for completeness and applicability 
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2. If it is a State Use product, the correct information is transferred to the 
requisition 


3. It is entered into the purchasing software system 
4.  It is signed by the ODOC Procurement Director 
5. The purchase order is distributed to the supplier and the end user. 


c. Required Forms: 
i. Requisition 
ii. Required contract specific documentation 
iii. Documentation for special purchases as outlined in Appendix B. 
iv. Purchase order 


10. Statutorily Exempt purchases: 
a. Definition: 


There are certain state funded programs, Federal programs, and ODOC divisions 
that are exempt from the Oklahoma Central Purchasing Act based on specific 
statutes or legislation. 


b. Process: 
i. The process varies for each exempt program or division and they are not outlined 


in this document.   
 Check with ODOC Procurement and your division director to obtain proper 


process information. 
ii. NOTE:  Exemption from the Oklahoma Central Purchasing Act is not an exemption 


from the State Use requirements, OMES computer and telecommunication 
requirements, Oklahoma Correctional Industries (OCI) requirements, or American 
Disabilities Act (ADA) requirements. 


iii. These acquisitions are normally completed within ODOC. 
c. Required Forms: 


Check with ODOC Procurement or your division director to obtain the required 
forms. 
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By state law, certain classifications of products and services require additional documentation and 
processes regardless of the purchasing methodology.  The Special Classifications and their requirements 
are outlined below: 
 


1. Accessibility of Computer Hardware and Software: 
a. Requirement: As stipulated in Title 62 O.S. § 34.28 any computer purchase requires proof 


of compliance prior to the purchase 
b. Process Placement: Determination of accessibility compliance is required prior to issuance 


of the purchase order. 
c. Required Form:  V Pat  


2. Computer Hardware and Software: 
a. Requirement: As stipulated in Title 62 O.S. §34.12(B). Stipulates any computer hardware 


and software acquisition (off the shelf or custom) requires pre-approval by OMES/ISD  prior 
to acquisition. 


b. Process Placement: This approval must be obtained after the requisition has been 
completed and prior to performing the purchasing methodology. 


3. Oklahoma Correctional Industries (OCI): 
a. Requirement: Title 57 O.S. § 549.1.B states that all articles and services provided by the 


OCI shall be purchased by state agencies if such article or service is the lowest and best 
bid. 


b. Process Placement: All products or services required by ODOC that are provided by OCI 
must be purchased through a competitive bid situation with OCI as one of the competing 
suppliers. This must be done prior to completing the purchase requisition. 


c. Required Documentation: Quote or solicitation documentation required to show OCI as the 
lowest and best supplier or why they are not. 


4. Professional Services:   
a. Requirement: As previously referenced in this manual, professional services are not 


exempt from competitive bid, with the exception of professional services defined in Title 18 
O.S. § 803. If the result of the professional service is a written plan, study or proposal, then 
a Supplier Contract Certification must be completed by the supplier. Pursuant to § 85.41.C. 
if the work product of the contract is a report, the state agency shall file the report with the 
State Librarian and Archivist.  For all professional services, regardless of the results, a 
supplier performance evaluation must be completed by the end user upon completion of 
the service. 


b. Process Placement: The Supplier Contract Certification must be signed prior to issuance 
of a purchase order. The Supplier Performance Evaluation should be completed prior to 
payment of the last invoice. 


c. Required Forms OMES Central Purchasing form CP-021 Supplier Contract Certification 
and OMES Central Purchasing form CP-016 Supplier Performance Evaluation. 


5. Telecommunications:   
a. Requirement: As stipulated in Title 62 O.S. §  34.19(C), any telecommunication acquisition 


requires pre-approval by the OMES/IS regardless of the proposed dollar amount of the 
acquisition 


b. Process Placement: This approval must be obtained after the requisition has been 
completed and prior to performing the purchasing methodology. 


6. Trade-Ins: 
a. Requirement: In accordance with Title 74 O.S. § 62.3.B. state agencies selling, trading, 


redistributing or otherwise disposing of surplus property shall comply with the rules 
promulgated by the Director. 
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b. Process Placement: The State Purchasing Director must approve the trade-in prior to 
offering the product as trade-in. 


c. Required Form: OMES/DCAM State Surplus Form 001.  The State Surplus Administrator 
must approve any item identified as surplus prior to be sent to State Surplus for processing.  








PROCUREMENT POLICY  


 
Oklahoma Department of Commerce fully adopts 24 CFR 200.317-326 in full. 


(Please refer to the Procurement Section in the Guide) 


 


§200.317   Procurements by states. 


When procuring property and services under a Federal award, a state must follow the same policies 
and procedures it uses for procurements from its non-Federal funds. The state will comply with §200.322 
Procurement of recovered materials and ensure that every purchase order or other contract includes any 
clauses required by section §200.326 Contract provisions. All other non-Federal entities, including 
subrecipients of a state, will follow §§200.318 General procurement standards through 200.326 Contract 
provisions. 


 


§200.318   General procurement standards. 


(a) The non-Federal entity must use its own documented procurement procedures which reflect 
applicable State, local, and tribal laws and regulations, provided that the procurements conform to 
applicable Federal law and the standards identified in this part. 


(b) Non-Federal entities must maintain oversight to ensure that contractors perform in accordance 
with the terms, conditions, and specifications of their contracts or purchase orders. 


(c)(1) The non-Federal entity must maintain written standards of conduct covering conflicts of 
interest and governing the actions of its employees engaged in the selection, award and administration of 
contracts. No employee, officer, or agent may participate in the selection, award, or administration of a 
contract supported by a Federal award if he or she has a real or apparent conflict of interest. Such a 
conflict of interest would arise when the employee, officer, or agent, any member of his or her immediate 
family, his or her partner, or an organization which employs or is about to employ any of the parties 
indicated herein, has a financial or other interest in or a tangible personal benefit from a firm considered 
for a contract. The officers, employees, and agents of the non-Federal entity may neither solicit nor 
accept gratuities, favors, or anything of monetary value from contractors or parties to subcontracts. 
However, non-Federal entities may set standards for situations in which the financial interest is not 
substantial or the gift is an unsolicited item of nominal value. The standards of conduct must provide for 
disciplinary actions to be applied for violations of such standards by officers, employees, or agents of the 
non-Federal entity. 


(2) If the non-Federal entity has a parent, affiliate, or subsidiary organization that is not a state, local 
government, or Indian tribe, the non-Federal entity must also maintain written standards of conduct 
covering organizational conflicts of interest. Organizational conflicts of interest means that because of 
relationships with a parent company, affiliate, or subsidiary organization, the non-Federal entity is unable 
or appears to be unable to be impartial in conducting a procurement action involving a related 
organization. 


(d) The non-Federal entity's procedures must avoid acquisition of unnecessary or duplicative items. 
Consideration should be given to consolidating or breaking out procurements to obtain a more 
economical purchase. Where appropriate, an analysis will be made of lease versus purchase alternatives, 
and any other appropriate analysis to determine the most economical approach. 







(e) To foster greater economy and efficiency, and in accordance with efforts to promote cost-
effective use of shared services across the Federal Government, the non-Federal entity is encouraged to 
enter into state and local intergovernmental agreements or inter-entity agreements where appropriate for 
procurement or use of common or shared goods and services. 


(f) The non-Federal entity is encouraged to use Federal excess and surplus property in lieu of 
purchasing new equipment and property whenever such use is feasible and reduces project costs. 


(g) The non-Federal entity is encouraged to use value engineering clauses in contracts for 
construction projects of sufficient size to offer reasonable opportunities for cost reductions. Value 
engineering is a systematic and creative analysis of each contract item or task to ensure that its essential 
function is provided at the overall lower cost. 


(h) The non-Federal entity must award contracts only to responsible contractors possessing the 
ability to perform successfully under the terms and conditions of a proposed procurement. Consideration 
will be given to such matters as contractor integrity, compliance with public policy, record of past 
performance, and financial and technical resources. See also §200.213 Suspension and debarment. 


(i) The non-Federal entity must maintain records sufficient to detail the history of procurement. 
These records will include, but are not necessarily limited to the following: rationale for the method of 
procurement, selection of contract type, contractor selection or rejection, and the basis for the contract 
price. 


(j)(1) The non-Federal entity may use a time and materials type contract only after a determination 
that no other contract is suitable and if the contract includes a ceiling price that the contractor exceeds at 
its own risk. Time and materials type contract means a contract whose cost to a non-Federal entity is the 
sum of: 


(i) The actual cost of materials; and 


(ii) Direct labor hours charged at fixed hourly rates that reflect wages, general and administrative 
expenses, and profit. 


(2) Since this formula generates an open-ended contract price, a time-and-materials contract 
provides no positive profit incentive to the contractor for cost control or labor efficiency. Therefore, each 
contract must set a ceiling price that the contractor exceeds at its own risk. Further, the non-Federal entity 
awarding such a contract must assert a high degree of oversight in order to obtain reasonable assurance 
that the contractor is using efficient methods and effective cost controls. 


(k) The non-Federal entity alone must be responsible, in accordance with good administrative 
practice and sound business judgment, for the settlement of all contractual and administrative issues 
arising out of procurements. These issues include, but are not limited to, source evaluation, protests, 
disputes, and claims. These standards do not relieve the non-Federal entity of any contractual 
responsibilities under its contracts. The Federal awarding agency will not substitute its judgment for that 
of the non-Federal entity unless the matter is primarily a Federal concern. Violations of law will be referred 
to the local, state, or Federal authority having proper jurisdiction. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014; 80 FR 43309, July 22, 2015] 


  







§200.319   Competition. 


(a) All procurement transactions must be conducted in a manner providing full and open competition 
consistent with the standards of this section. In order to ensure objective contractor performance and 
eliminate unfair competitive advantage, contractors that develop or draft specifications, requirements, 
statements of work, or invitations for bids or requests for proposals must be excluded from competing for 
such procurements. Some of the situations considered to be restrictive of competition include but are not 
limited to: 


(1) Placing unreasonable requirements on firms in order for them to qualify to do business; 


(2) Requiring unnecessary experience and excessive bonding; 


(3) Noncompetitive pricing practices between firms or between affiliated companies; 


(4) Noncompetitive contracts to consultants that are on retainer contracts; 


(5) Organizational conflicts of interest; 


(6) Specifying only a “brand name” product instead of allowing “an equal” product to be offered and 
describing the performance or other relevant requirements of the procurement; and 


(7) Any arbitrary action in the procurement process. 


(b) The non-Federal entity must conduct procurements in a manner that prohibits the use of 
statutorily or administratively imposed state, local, or tribal geographical preferences in the evaluation of 
bids or proposals, except in those cases where applicable Federal statutes expressly mandate or 
encourage geographic preference. Nothing in this section preempts state licensing laws. When 
contracting for architectural and engineering (A/E) services, geographic location may be a selection 
criterion provided its application leaves an appropriate number of qualified firms, given the nature and 
size of the project, to compete for the contract. 


(c) The non-Federal entity must have written procedures for procurement transactions. These 
procedures must ensure that all solicitations: 


(1) Incorporate a clear and accurate description of the technical requirements for the material, 
product, or service to be procured. Such description must not, in competitive procurements, contain 
features which unduly restrict competition. The description may include a statement of the qualitative 
nature of the material, product or service to be procured and, when necessary, must set forth those 
minimum essential characteristics and standards to which it must conform if it is to satisfy its intended 
use. Detailed product specifications should be avoided if at all possible. When it is impractical or 
uneconomical to make a clear and accurate description of the technical requirements, a “brand name or 
equivalent” description may be used as a means to define the performance or other salient requirements 
of procurement. The specific features of the named brand which must be met by offers must be clearly 
stated; and 


(2) Identify all requirements which the offerors must fulfill and all other factors to be used in 
evaluating bids or proposals. 


(d) The non-Federal entity must ensure that all prequalified lists of persons, firms, or products which 
are used in acquiring goods and services are current and include enough qualified sources to ensure 
maximum open and free competition. Also, the non-Federal entity must not preclude potential bidders 
from qualifying during the solicitation period. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014] 







§200.320   Methods of procurement to be followed. 


The non-Federal entity must use one of the following methods of procurement. 


(a) Procurement by micro-purchases. Procurement by micro-purchase is the acquisition of supplies 
or services, the aggregate dollar amount of which does not exceed the micro-purchase threshold 
(§200.67 Micro-purchase). To the extent practicable, the non-Federal entity must distribute micro-
purchases equitably among qualified suppliers. Micro-purchases may be awarded without soliciting 
competitive quotations if the non-Federal entity considers the price to be reasonable. 


(b) Procurement by small purchase procedures. Small purchase procedures are those relatively 
simple and informal procurement methods for securing services, supplies, or other property that do not 
cost more than the Simplified Acquisition Threshold. If small purchase procedures are used, price or rate 
quotations must be obtained from an adequate number of qualified sources. 


(c) Procurement by sealed bids (formal advertising). Bids are publicly solicited and a firm fixed price 
contract (lump sum or unit price) is awarded to the responsible bidder whose bid, conforming with all the 
material terms and conditions of the invitation for bids, is the lowest in price. The sealed bid method is the 
preferred method for procuring construction, if the conditions in paragraph (c)(1) of this section apply. 


(1) In order for sealed bidding to be feasible, the following conditions should be present: 


(i) A complete, adequate, and realistic specification or purchase description is available; 


(ii) Two or more responsible bidders are willing and able to compete effectively for the business; and 


(iii) The procurement lends itself to a firm fixed price contract and the selection of the successful 
bidder can be made principally on the basis of price. 


(2) If sealed bids are used, the following requirements apply: 


(i) Bids must be solicited from an adequate number of known suppliers, providing them sufficient 
response time prior to the date set for opening the bids, for local, and tribal governments, the invitation for 
bids must be publically advertised; 


(ii) The invitation for bids, which will include any specifications and pertinent attachments, must 
define the items or services in order for the bidder to properly respond; 


(iii) All bids will be opened at the time and place prescribed in the invitation for bids, and for local 
and tribal governments, the bids must be opened publicly; 


(iv) A firm fixed price contract award will be made in writing to the lowest responsive and responsible 
bidder. Where specified in bidding documents, factors such as discounts, transportation cost, and life 
cycle costs must be considered in determining which bid is lowest. Payment discounts will only be used to 
determine the low bid when prior experience indicates that such discounts are usually taken advantage 
of; and 


(v) Any or all bids may be rejected if there is a sound documented reason. 


(d) Procurement by competitive proposals. The technique of competitive proposals is normally 
conducted with more than one source submitting an offer, and either a fixed price or cost-reimbursement 
type contract is awarded. It is generally used when conditions are not appropriate for the use of sealed 
bids. If this method is used, the following requirements apply: 







(1) Requests for proposals must be publicized and identify all evaluation factors and their relative 
importance. Any response to publicized requests for proposals must be considered to the maximum 
extent practical; 


(2) Proposals must be solicited from an adequate number of qualified sources; 


(3) The non-Federal entity must have a written method for conducting technical evaluations of the 
proposals received and for selecting recipients; 


(4) Contracts must be awarded to the responsible firm whose proposal is most advantageous to the 
program, with price and other factors considered; and 


(5) The non-Federal entity may use competitive proposal procedures for qualifications-based 
procurement of architectural/engineering (A/E) professional services whereby competitors' qualifications 
are evaluated and the most qualified competitor is selected, subject to negotiation of fair and reasonable 
compensation. The method, where price is not used as a selection factor, can only be used in 
procurement of A/E professional services. It cannot be used to purchase other types of services though 
A/E firms are a potential source to perform the proposed effort. 


(e) [Reserved] 


(f) Procurement by noncompetitive proposals. Procurement by noncompetitive proposals is 
procurement through solicitation of a proposal from only one source and may be used only when one or 
more of the following circumstances apply: 


(1) The item is available only from a single source; 


(2) The public exigency or emergency for the requirement will not permit a delay resulting from 
competitive solicitation; 


(3) The Federal awarding agency or pass-through entity expressly authorizes noncompetitive 
proposals in response to a written request from the non-Federal entity; or 


(4) After solicitation of a number of sources, competition is determined inadequate. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014; 80 FR 54409, Sept. 10, 2015] 


 


§200.321   Contracting with small and minority businesses, women's business enterprises, and 
labor surplus area firms. 


(a) The non-Federal entity must take all necessary affirmative steps to assure that minority 
businesses, women's business enterprises, and labor surplus area firms are used when possible. 


(b) Affirmative steps must include: 


(1) Placing qualified small and minority businesses and women's business enterprises on solicitation 
lists; 


(2) Assuring that small and minority businesses, and women's business enterprises are solicited 
whenever they are potential sources; 







(3) Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit 
maximum participation by small and minority businesses, and women's business enterprises; 


(4) Establishing delivery schedules, where the requirement permits, which encourage participation 
by small and minority businesses, and women's business enterprises; 


(5) Using the services and assistance, as appropriate, of such organizations as the Small Business 
Administration and the Minority Business Development Agency of the Department of Commerce; and 


(6) Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listed in 
paragraphs (1) through (5) of this section. 


 


§200.322   Procurement of recovered materials. 


A non-Federal entity that is a state agency or agency of a political subdivision of a state and its 
contractors must comply with section 6002 of the Solid Waste Disposal Act, as amended by the Resource 
Conservation and Recovery Act. The requirements of Section 6002 include procuring only items 
designated in guidelines of the Environmental Protection Agency (EPA) at 40 CFR part 247 that contain 
the highest percentage of recovered materials practicable, consistent with maintaining a satisfactory level 
of competition, where the purchase price of the item exceeds $10,000 or the value of the quantity 
acquired during the preceding fiscal year exceeded $10,000; procuring solid waste management services 
in a manner that maximizes energy and resource recovery; and establishing an affirmative procurement 
program for procurement of recovered materials identified in the EPA guidelines. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014] 


 


§200.323   Contract cost and price. 


(a) The non-Federal entity must perform a cost or price analysis in connection with every 
procurement action in excess of the Simplified Acquisition Threshold including contract modifications. The 
method and degree of analysis is dependent on the facts surrounding the particular procurement 
situation, but as a starting point, the non-Federal entity must make independent estimates before 
receiving bids or proposals. 


(b) The non-Federal entity must negotiate profit as a separate element of the price for each contract 
in which there is no price competition and in all cases where cost analysis is performed. To establish a 
fair and reasonable profit, consideration must be given to the complexity of the work to be performed, the 
risk borne by the contractor, the contractor's investment, the amount of subcontracting, the quality of its 
record of past performance, and industry profit rates in the surrounding geographical area for similar 
work. 


(c) Costs or prices based on estimated costs for contracts under the Federal award are allowable 
only to the extent that costs incurred or cost estimates included in negotiated prices would be allowable 
for the non-Federal entity under Subpart E—Cost Principles of this part. The non-Federal entity may 
reference its own cost principles that comply with the Federal cost principles. 


(d) The cost plus a percentage of cost and percentage of construction cost methods of contracting 
must not be used.  







§200.324   Federal awarding agency or pass-through entity review. 


(a) The non-Federal entity must make available, upon request of the Federal awarding agency or 
pass-through entity, technical specifications on proposed procurements where the Federal awarding 
agency or pass-through entity believes such review is needed to ensure that the item or service specified 
is the one being proposed for acquisition. This review generally will take place prior to the time the 
specification is incorporated into a solicitation document. However, if the non-Federal entity desires to 
have the review accomplished after a solicitation has been developed, the Federal awarding agency or 
pass-through entity may still review the specifications, with such review usually limited to the technical 
aspects of the proposed purchase. 


(b) The non-Federal entity must make available upon request, for the Federal awarding agency or 
pass-through entity pre-procurement review, procurement documents, such as requests for proposals or 
invitations for bids, or independent cost estimates, when: 


(1) The non-Federal entity's procurement procedures or operation fails to comply with the 
procurement standards in this part; 


(2) The procurement is expected to exceed the Simplified Acquisition Threshold and is to be 
awarded without competition or only one bid or offer is received in response to a solicitation; 


(3) The procurement, which is expected to exceed the Simplified Acquisition Threshold, specifies a 
“brand name” product; 


(4) The proposed contract is more than the Simplified Acquisition Threshold and is to be awarded to 
other than the apparent low bidder under a sealed bid procurement; or 


(5) A proposed contract modification changes the scope of a contract or increases the contract 
amount by more than the Simplified Acquisition Threshold. 


(c) The non-Federal entity is exempt from the pre-procurement review in paragraph (b) of this 
section if the Federal awarding agency or pass-through entity determines that its procurement systems 
comply with the standards of this part. 


(1) The non-Federal entity may request that its procurement system be reviewed by the Federal 
awarding agency or pass-through entity to determine whether its system meets these standards in order 
for its system to be certified. Generally, these reviews must occur where there is continuous high-dollar 
funding, and third party contracts are awarded on a regular basis; 


(2) The non-Federal entity may self-certify its procurement system. Such self-certification must not 
limit the Federal awarding agency's right to survey the system. Under a self-certification procedure, the 
Federal awarding agency may rely on written assurances from the non-Federal entity that it is complying 
with these standards. The non-Federal entity must cite specific policies, procedures, regulations, or 
standards as being in compliance with these requirements and have its system available for review. 


  







§200.325   Bonding requirements. 


For construction or facility improvement contracts or subcontracts exceeding the Simplified 
Acquisition Threshold, the Federal awarding agency or pass-through entity may accept the bonding policy 
and requirements of the non-Federal entity provided that the Federal awarding agency or pass-through 
entity has made a determination that the Federal interest is adequately protected. If such a determination 
has not been made, the minimum requirements must be as follows: 


(a) A bid guarantee from each bidder equivalent to five percent of the bid price. The “bid guarantee” 
must consist of a firm commitment such as a bid bond, certified check, or other negotiable instrument 
accompanying a bid as assurance that the bidder will, upon acceptance of the bid, execute such 
contractual documents as may be required within the time specified. 


(b) A performance bond on the part of the contractor for 100 percent of the contract price. A 
“performance bond” is one executed in connection with a contract to secure fulfillment of all the 
contractor's obligations under such contract. 


(c) A payment bond on the part of the contractor for 100 percent of the contract price. A “payment 
bond” is one executed in connection with a contract to assure payment as required by law of all persons 
supplying labor and material in the execution of the work provided for in the contract. 


 


§200.326   Contract provisions. 


The non-Federal entity's contracts must contain the applicable provisions described in Appendix II to 
Part 200—Contract Provisions for non-Federal Entity Contracts Under Federal Awards. 


 








OMB Uniform Guidance Procurement Standards 


§200.317   Procurements by states. 
When procuring property and services under a Federal award, a state must follow the same policies and 
procedures it uses for procurements from its non-Federal funds. The state will comply with §200.322 
Procurement of recovered materials and ensure that every purchase order or other contract includes any 
clauses required by section §200.326 Contract provisions. All other non-Federal entities, including 
subrecipients of a state, will follow §§200.318 General procurement standards through 200.326 Contract 
provisions.  


74 O.S. § 85.39. Agency Internal Purchasing Procedures 


Each state agency shall develop internal purchasing procedures for acquisitions by the state agency. Procedures shall, at 
a minimum, include provisions for the state agency’s needs assessment, funding, routing, review, audits, monitoring, and 
evaluations. Following development, the state agency shall submit the procedures to the State Purchasing Director. The 
State Purchasing Director shall review the procedures submitted pursuant to paragraph 1 of this subsection to 
determine compliance with the Oklahoma Central Purchasing Act, rules promulgated pursuant thereto, Sections 
3001 through 3010 of this title, and provisions of paragraph 1 of this subsection. The State Purchasing Director shall 
provide written findings, including details of noncompliance, if any, to the Director of the Office of Management and 
Enterprise Services. 


The Director of the Office of Management and Enterprise Services shall, within fifteen (15) days after the procedures are 
submitted, notify the state agency that the procedures are in compliance or indicate revisions necessary to bring the 
procedures into compliance. 


 


§200.318   General procurement standards. 
(a) The non-Federal entity must use its own documented procurement procedures which reflect applicable 
State, local, and tribal laws and regulations, provided that the procurements conform to applicable Federal law 
and the standards identified in this part. 


(b) Non-Federal entities must maintain oversight to ensure that contractors perform in accordance with the 
terms, conditions, and specifications of their contracts or purchase orders.  


74 O.S. § 85.6. Grade and Quality of Merchandise Delivered 


State agencies shall have the right to question the grade and quality of any merchandise delivered to the agency. The 
Central Purchasing Division must determine, through post award contract administration procedures, whether the 
supplies and services meet the grade and quality specified in the contract, and take remedial action with the appropriate 
supplier if the supply or service does not. 


OAC 260:115-9-1 - Supplier contract performance 


Delivery. A supplier shall deliver acquisitions to a state agency within time periods the contract specifies.  







Inspection. Unless otherwise provided in the contract documents, the state agency shall inspect acquisitions from the 
supplier within a reasonable time after supplier delivery.  


Rejection. The state agency shall reject acquisitions from the supplier that do not meet specifications or other terms and 
conditions of the contract. The supplier shall pay costs to retrieve and replace acquisitions that do not meet 
specifications with a conforming item or service.  


Acquisition title. Title to acquisitions shall not pass from the supplier to the state agency until the state agency receives, 
inspects and accepts the items. The state agency shall document, at a minimum, the date of delivery, the name and 
address of the supplier, a description of the goods received, and the signature of the receiving agency employee.  


Subcontractor performance. A supplier shall be responsible for the performance of subcontractors. The supplier shall 
provide a single point of contact for the state agency when the supplier uses subcontractors. The supplier shall notify 
the state agency and the Central Purchasing Division if the supplier uses a subcontractor the supplier did not disclose in 
the supplier’s bid.  


Contract changes. If a supplier determines a requested change to the contract or performance exceeds the original 
scope of the solicitation, the supplier shall notify the State Purchasing Director or the state agency. No changes shall be 
made prior to the approval of a change order in accordance with Section 260:115-9-3.  


Contract assignment. A supplier shall not assign or subcontract a contract to another supplier, individual, business entity 
or organization unless otherwise specified in the solicitation.  


Performance evaluation.  


State agencies shall develop a process to consistently assess and document the quality of products and/or services 
acquired from a supplier.  


State agencies shall retain written documentation of evaluation of the performance of services provided pursuant to a 
professional services contract with the acquisition file. If the evaluation indicates deficiencies with the supplier’s work, 
the state agency shall submit a Professional Service Evaluation to the State Purchasing Director. [Reference 74 O.S. 
§85.41] 


 


(c)(1) The non-Federal entity must maintain written standards of conduct covering conflicts of interest and 
governing the actions of its employees engaged in the selection, award and administration of contracts. No 
employee, officer, or agent may participate in the selection, award, or administration of a contract supported 
by a Federal award if he or she has a real or apparent conflict of interest. Such a conflict of interest would arise 
when the employee, officer, or agent, any member of his or her immediate family, his or her partner, or an 
organization which employs or is about to employ any of the parties indicated herein, has a financial or other 
interest in or a tangible personal benefit from a firm considered for a contract. The officers, employees, and 
agents of the non-Federal entity may neither solicit nor accept gratuities, favors, or anything of monetary 
value from contractors or parties to subcontracts. However, non-Federal entities may set standards for 
situations in which the financial interest is not substantial or the gift is an unsolicited item of nominal value. 
The standards of conduct must provide for disciplinary actions to be applied for violations of such standards 
by officers, employees, or agents of the non-Federal entity. 


 







74 O.S. § 85.3. Purchasing Division - Director - Employees - Encouragement of Certain Purchases - Conflict of 
Interest 


All activities of any state agency, department, or institution relating to purchasing shall be under the direction of the 
Purchasing Division unless otherwise provided by the Oklahoma Central Purchasing Act. 


The Purchasing Division shall provide qualified personnel to assist the purchasing activities of state agencies, 
departments, and institutions. 


Each state agency, department, and institution shall designate personnel to coordinate its purchasing functions with the 
Purchasing Division. 


The Purchasing Division may, if the needs of a state agency, department, or institution are such as to so require, employ, 
and establish a buyer within a state agency, department, or institution. 


No state agency, department, or institution subject to the Oklahoma Central Purchasing Act shall have or maintain a 
purchasing section without the prior approval in writing of the Purchasing Division unless otherwise provided in the 
Oklahoma Central Purchasing Act. 


The Purchasing Division shall make acquisitions from industries operated by the Department of Corrections pursuant to 
the provisions of Section 549.1 of Title 57 of the Oklahoma Statutes. 


None of the personnel authorized by this section shall: 


Sell to or otherwise provide acquisitions to any state agency subject to the Oklahoma Central Purchasing Act; 


Be employees, partners, associates, officers, or stockholders in or with any business entity that sells to or otherwise 
provides acquisitions to any agency subject to the Oklahoma Central Purchasing Act; 


Be employed in any of the positions authorized by this section if a spouse or child owns any stock in any business entity 
which sells to or otherwise provides acquisitions to any agency subject to the Oklahoma Central Purchasing Act; or 


Be employed in any of the positions authorized by this section if a relative within the third degree of consanguinity or 
affinity sells to or otherwise provides acquisitions to any agency subject to the Oklahoma Central Purchasing Act or is 
interested in any business entity which does so, except that such relative, excluding a spouse or child, may own Five 
Thousand Dollars ($5,000.00) worth or less, or one percent (1%) or less, whichever amount is the lesser amount, of the 
stock of a corporation or any business entity which sells to or otherwise provides acquisitions to any state agency 
subject to the Oklahoma Central Purchasing Act. 


 


 (2) If the non-Federal entity has a parent, affiliate, or subsidiary organization that is not a state, local 
government, or Indian tribe, the non-Federal entity must also maintain written standards of conduct covering 
organizational conflicts of interest. Organizational conflicts of interest means that because of relationships 
with a parent company, affiliate, or subsidiary organization, the non-Federal entity is unable or appears to be 
unable to be impartial in conducting a procurement action involving a related organization. 


(d) The non-Federal entity's procedures must avoid acquisition of unnecessary or duplicative items. 
Consideration should be given to consolidating or breaking out procurements to obtain a more economical 







purchase. Where appropriate, an analysis will be made of lease versus purchase alternatives, and any other 
appropriate analysis to determine the most economical approach. 


74 O.S. § 85.4. Requisitions - Determination of Quantitative Needs by Agencies - Forms - Information Required - 
Lease-Purchase Agreements - Change Order or Addendum - Lease of Products - Purchases from Federal 
Government 


Subject to the provisions of this section, every state agency shall determine its own quantitative needs for acquisitions 
and the general class or nature of the acquisitions. 


The Director of the Office of Management and Enterprise Services shall prescribe standardized contract forms and all 
other forms requisite or deemed necessary by the Director of the Office of Management and Enterprise Services to 
effectuate the provisions of this section and the Oklahoma Central Purchasing Act. 


A contract that results from a requisition required by this section for nonprofessional services or professional services 
whether or not such services are exempt from the competitive bidding requirements of this section or pursuant to 
Section 85.7 of this title shall be signed by the chief administrative officer of the state agency or the chief administrative 
officer of the requisitioning unit of the state agency certifying that: 


no employee of the state agency is able and available to perform the services to be provided pursuant to the contract, 


the state agency shall receive, review and accept a detailed work plan from the supplier for performance pursuant to the 
contract if requested by the State Purchasing Director, 


the state agency has developed, and fully intends to implement, a written plan providing for the assignment of specific 
state agency personnel to: 


monitoring and auditing supplier performance, 


the periodic review of interim reports, or other indications of performance, and 


if requested by the State Purchasing Director, the ultimate utilization of the final product of the nonprofessional or 
professional services, 


the work to be performed under the contract is necessary to the state agency’s responsibilities, and there is statutory 
authority to enter into the contract, 


the contract will not establish an employment relationship between the state or the state agency and any persons 
performing under the contract, 


no current state employee will engage in the performance of the contract, unless specifically approved by the State 
Purchasing Director, 


the purchase of the nonprofessional or professional services is justified, and 


the contract contains provisions that are required by Section 85.41 of this title. 


74 O.S. § 85.41. Professional Services Contracts 







If the final product of the professional services contract is a written proposal, report, or study, the professional services 
contract shall require the supplier to certify that the supplier has not previously provided the state agency or another 
state agency with a final product that is a substantial duplication of the final product of the proposed contract. 


 


(e) To foster greater economy and efficiency, and in accordance with efforts to promote cost-effective use of 
shared services across the Federal Government, the non-Federal entity is encouraged to enter into state and 
local intergovernmental agreements or inter-entity agreements where appropriate for procurement or use of 
common or shared goods and services. 


OAC 260:115-7-3 - Methods state agencies use to make acquisitions 


State agencies shall make acquisitions using a method of acquisition in this section.  


State Use Committee. State agencies shall make acquisitions from suppliers on the State Use Committee procurement 
schedule at the fair market price if the supplier’s delivery date meets state agency requirements. State Use Committee 
contracts are mandatory contracts to the extent a fair market value has been established. State agencies shall utilize the 
State Use Committee procurement schedule to ensure all acquisitions are made pursuant to 74 O.S. §§ 3001 et seq. If an 
acquisition is available from both the State Use Committee procurement schedule and the Oklahoma Correctional 
Industries, the state agency shall make the acquisition from the State Use Committee procurement schedule.  


Oklahoma Correctional Industries. If an acquisition is not available from the State Use Committee within the time period 
required by the purchasing state agency or if it does not have an established fair market value, state agencies shall make 
acquisitions from the Oklahoma Correctional Industries pursuant to 57 O.S. §549.1 or statewide contracts as follows:  


If a state agency determines in the acquisition of a product or service within the agency’s acquisition authority, the 
product or service is available from OCI and is the lowest and best offer, the agency may place a direct order with OCI 
without competitive bidding. If an acquisition is competitively bid, the award shall be made to OCI upon determination 
that OCI is lowest and best.  


For an acquisition exceeding an agency’s procurement authority, the agency may place a direct order with OCI or submit 
a requisition to OMES for issuance of a solicitation to include OCI as a supplier. The award shall be made to OCI if such 
product or service is the lowest and best bid.  


If Oklahoma Correctional Industries is unable to meet state agency requirements for an acquisition, Oklahoma 
Correctional Industries shall certify to the State Purchasing Director that it is not able to provide products.  


If the State Purchasing Director determines that a product or service the Oklahoma Correctional Industries produces 
does not meet the reasonable state agency requirements, the State Purchasing Director shall notify Oklahoma 
Correctional Industries.  


If Oklahoma Correctional Industries disagrees with the State Purchasing Director, the OMES Director shall resolve the 
issue.  


Statewide Contracts. The State Purchasing Director shall designate statewide contracts as mandatory or non-mandatory. 


Mandatory statewide contract. The State Purchasing Director may designate a statewide contract for mandatory use. 
State agencies shall make acquisitions from mandatory statewide contracts regardless of the acquisition purchase price. 
A state agency may submit a written request to the State Purchasing Director to waive requirements for a state agency’s 







use of a mandatory statewide contract for acquisitions. The State Purchasing Director shall grant exceptions prior to a 
state agency making the acquisition from another supplier. 


Non-mandatory statewide contracts. State agencies are encouraged to use non- mandatory statewide contracts. 
Whenever a state agency acquires a product or service from an alternate source, the acquisition shall be made in 
accordance with the Central Purchasing Act, the rules of this chapter and any other laws and rules applicable to the 
acquisition. 


 


(f) The non-Federal entity is encouraged to use Federal excess and surplus property in lieu of purchasing new 
equipment and property whenever such use is feasible and reduces project costs. 


74 O.S. § 85.5. Powers and Duties of State Purchasing Director 


 
J. 6.  Development of electronic means of making state agencies aware of office furniture, equipment, machinery, tools, and 
hardware available for purchase from the surplus property programs; 


 


(g) The non-Federal entity is encouraged to use value engineering clauses in contracts for construction 
projects of sufficient size to offer reasonable opportunities for cost reductions. Value engineering is a 
systematic and creative analysis of each contract item or task to ensure that its essential function is provided 
at the overall lower cost. 


61 O.S. § 61 State Consultants - Definitions 


1. "Chief administrative officer" means an individual responsible for directing the administration of a state agency. The 
term does not mean one or all of the individuals that make policy for a state agency; 


2. "Construction manager" means an individual, firm, corporation, association, partnership, copartnership, or any other 
legal entity on the Office of Management and Enterprise Services Construction and Properties (OMES-CAP) registration 
list and possessing the qualifications to provide services of construction management which include, but are not 
necessarily limited to, design review, scheduling, cost control, value engineering, constructability evaluation, preparation 
and coordination of bid packages, and construction administration; 


3. "Consultant" means an individual or legal entity possessing the qualifications to provide licensed architectural, 
registered engineering, or registered land surveying services or other individuals or legal entities possessing specialized 
credentials and qualifications as may be needed to evaluate, plan or design and/or provide construction administration 
and/or construction inspection services for any construction or a public work improvement project; 


4. "Director" means the Director of the Office of Management and Enterprise Services  


5. "Department" means the Department of Real Estate Services of the Office of Management and Enterprise Services; 


6. "Office" means the Office of Management and Enterprise Services; 







7. "Project" means studies, evaluations, plans or designs for facility evaluations or public work improvements, except the 
transportation facilities under the jurisdiction of the Department of Transportation or the Oklahoma Turnpike Authority: 


a. to construct, renovate, alter, repair, maintain, or improve real property or fixtures of real property, and 


b. that does not constitute "construction" as defined by the Public Building Construction and Planning Act; 


8. "State agency" means an agency, office, officer, bureau, board, counsel, court, commission, institution, unit, division, 
body or house of the executive or judicial branches of state government, whether elected or appointed, excluding only 
political subdivisions of the state, the Oklahoma State Regents for Higher Education and its constituent institutions and 
the Commissioners of the Land Office; 


9. "Facilities Director" or "SFD" means the State Facilities Director of the Department of Real Estate Services of the Office 
of Management and Enterprise Services; and 


10. "Political subdivision" means any local governmental body formed pursuant to the laws of this state, including, but 
not limited to, school districts, career technology centers, cities, counties, public trusts, public authorities, commissions 
or other local governmental bodies exercising their authority to contract with construction managers and/or consultants. 
The term also means any quasi-governmental and nongovernmental organizations contracting with construction 
managers and/or consultants using public funds or on behalf of a political subdivision. 


61 O.S. § 62 State Consultants 


A. The Department of Real Estate Services of the Office of Management and Enterprise Services shall maintain a file of all 
persons and entities interested in and capable of performing construction management and consultant services for state 
agencies. The file shall include registration forms and information submitted by construction managers and consultants 
pursuant to rules promulgated by the Office of Management and Enterprise Services. Pursuant to rules promulgated by 
the Office, the Department shall determine whether a construction manager or consultant qualifies for registration and 
shall notify the construction manager or consultant within twenty (20) days of receipt of a request for registration. 
Construction managers and consultants shall re-register for each successive calendar year with the Department. 


 B. The requisitioning state agency shall define the scope of a proposed project. The scope shall identify project 
components, phases and timetables and shall include detailed project descriptions. The state agency may request the 
Department to assist with scope development. The state agency shall send the scope and a requisition for construction 
management or consultant services, signed by an authorized official, to the Department. The Department shall review 
the scope and approve it before the state agency issues a solicitation. 


 C. The state agency shall issue a solicitation to construction managers or consultants that are registered with the 
Department and capable of providing the services the state agency desires. The solicitation shall, at a minimum, contain: 


 1. Description and scope of the project; 


 2. Estimated construction cost or available funds, anticipated starting date, and completion date the state agency 
desires for the project; 


 3. Certification of funds available for the construction manager or consultant fee, including federal, state or other 
participation; 


 4. Closing date for construction manager or consultant to give notice of interest to the state agency; and 







 5. Additional data the state agency requires from the construction manager or consultant. The closing date for 
submission of construction manager or consultant notice of interest for consideration shall be within thirty (30) days of 
the date of the notice the state agency issues. 


 D. After the closing date, the Department shall provide information from the construction managers' or consultants' 
files to the state agency. Should there be an inadequate expression of interest in the project, the state agency and 
Department personnel shall confer to add construction managers or consultants for consideration. 


 E. The state agency shall review the information the Department provides and shall select no less than three and no 
more than five construction managers or consultants per contract for interviews. The review shall include consideration 
of factors from the information the Department supplies including, but not limited to: 


 1. Professional qualifications for the type of work contemplated; 


 2. Capacity for completing the project in the specified time period; and 


 3. Past performance on projects of a similar nature. 


 F. The Department shall advise the state agency of the methods to be used to conduct an evaluation, interview, 
selection, contract negotiation, and fee negotiation processes pursuant to rules promulgated by the Office of 
Management and Enterprise Services. 


 G. 1. Upon completion of contract negotiation with the highest qualified construction manager or consultant, which 
contract shall include a fair and reasonable fee, the Department shall approve and award the contract. 


 2. If the Department and the first-choice construction manager or consultant cannot reach an agreement, the 
negotiations shall terminate and negotiations with the second-choice construction manager or consultant shall 
commence. If the Department and the second-choice construction manager or consultant cannot reach an agreement, 
the negotiations shall terminate and negotiations with the third-choice construction manager or consultant shall 
commence. If the Department and the third-choice construction manager or consultant cannot reach an agreement, 
then all negotiations shall terminate. Should the Department be unable to negotiate a satisfactory contract with any of 
the three selected construction managers or consultants, the Department shall select additional construction managers 
or consultants in order of their competency and qualifications and shall continue negotiations in accordance with the 
provisions of this section until an agreement is reached. 


 H. Any plans developed pursuant to the process for selection of a contractor for construction of a facility authorized 
pursuant to Section 183 of Title 73 of the Oklahoma Statutes shall become the property of the State of Oklahoma as a 
condition of the award of the final contract for construction of the facility. 


 I. For all state agencies subject to the Public Facilities Act, Sections 202 through 213 of this title, the Department shall 
perform the necessary procurement actions on behalf of a requisitioning agency as enumerated in subsections B 
through H of this section: 


 1. Determine or approve the agency's scope of a project and required services as provided in the Public Facilities Act; 


 2. Issue solicitations for construction manager and consultant services; 


 3. Conduct evaluations, interviews, selection, contract negotiation, and fee negotiation processes; and 







 4. Provide contract management services after award of a construction management or consultant contract. 


 J. In the selection of a consultant, all political subdivisions of this state shall select a consultant based upon the 
professional qualifications and technical experience of the consultant. The subdivision shall negotiate a contract with the 
highest qualified consultant, provided that a fee can be negotiated that is fair and reasonable to both parties. In the 
event a reasonable fee cannot be negotiated with the selected consultant, the subdivision may negotiate with other 
consultants in order of their qualifications. 


 K. In the selection of a construction manager, all political subdivisions of this state shall: 


 1. Extend consideration to construction managers from the file maintained by the Department of Real Estate Services of 
the Office of Management and Enterprise Services. Political subdivisions are not limited in the number of construction 
manager candidates from whom they intend on seeking proposals; 


 2. Evaluate the candidates' professional qualifications, licensing, registration, certifications, technical abilities and past 
experience relevant to the contemplated project. Only firms recognized as qualified construction managers by the 
Department of Real Estate Services of the Office of Management and Enterprise Services pursuant to this section may be 
considered for selection as a construction manager. The subdivision shall use procedures as described in this section and 
the Public Construction Management Act for Political Subdivisions or may adopt procedures established by the Office of 
Management and Enterprise Services for state agencies; and 


 3. The political subdivision shall select a construction manager based upon the professional qualifications and technical 
experience of the construction manager. The political subdivision shall negotiate a contract with the highest qualified 
construction manager, provided that a fee can be negotiated that is fair and reasonable to both parties. In the event a 
reasonable fee cannot be negotiated with the selected construction manager, the political subdivision may negotiate 
with other construction managers in order of their qualifications. 


 


(h) The non-Federal entity must award contracts only to responsible contractors possessing the ability to 
perform successfully under the terms and conditions of a proposed procurement. Consideration will be given 
to such matters as contractor integrity, compliance with public policy, record of past performance, and 
financial and technical resources. See also §200.213 Suspension and debarment. 







74 O.S. § 85.5. Powers and Duties of State Purchasing Director 
 


I. The State Purchasing Director shall endeavor to satisfy state agencies in terms of cost, quality, and timeliness of the 
delivery of acquisitions by using bidders who have a record of successful past performance, promoting competition, 
minimizing administrative operating costs, and conducting business with integrity, fairness, and openness. 


J.  The State Purchasing Director shall undertake the following: 


1. The use of electronic commerce pursuant to the Oklahoma Online Bidding Act for solicitation, notification, 
and other purchasing processes; 


2. Monitoring rules promulgated pursuant to the Oklahoma Central Purchasing Act to ensure that the rules, 
satisfy the interests of the state, are clear and succinct, and encourage efficiency in purchasing processes; 


3. A program to identify suppliers with poor delivery and performance records; 
4. Development of criteria for the use of sealed bidcontracting procedures, negotiated contracting procedures, 


selection of types of contracts, post award administration of purchase orders and contracts, contract 
modifications, termination of contracts, and contract pricing; 


5. Continual improvement in th 
6. e quality of the performance of the Purchasing Division through training programs, management seminars, 


development of benchmarks and key management indicators, and development of standard provisions, 
clauses and forms; 


 


(i) The non-Federal entity must maintain records sufficient to detail the history of procurement. These records 
will include, but are not necessarily limited to the following: rationale for the method of procurement, 
selection of contract type, contractor selection or rejection, and the basis for the contract price. 


OAC 260:115-5-9. Retention of state agency acquisition records 
 


Records to be retained. A state agency shall retain acquisition records to include but not limited to justification for the 
acquisition, supporting documents, related information, acquisition contract, evaluations, other evidence of contractor 
performance and written reports. 


 


(j)(1) The non-Federal entity may use a time and materials type contract only after a determination that no 
other contract is suitable and if the contract includes a ceiling price that the contractor exceeds at its own risk. 
Time and materials type contract means a contract whose cost to a non-Federal entity is the sum of: 


(i) The actual cost of materials; and 


(ii) Direct labor hours charged at fixed hourly rates that reflect wages, general and administrative expenses, 
and profit. 


(2) Since this formula generates an open-ended contract price, a time-and-materials contract provides no 
positive profit incentive to the contractor for cost control or labor efficiency. Therefore, each contract must set 
a ceiling price that the contractor exceeds at its own risk. Further, the non-Federal entity awarding such a 
contract must assert a high degree of oversight in order to obtain reasonable assurance that the contractor is 
using efficient methods and effective cost controls. 



https://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=439206
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(k) The non-Federal entity alone must be responsible, in accordance with good administrative practice and 
sound business judgment, for the settlement of all contractual and administrative issues arising out of 
procurements. These issues include, but are not limited to, source evaluation, protests, disputes, and claims. 
These standards do not relieve the non-Federal entity of any contractual responsibilities under its contracts. 
The Federal awarding agency will not substitute its judgment for that of the non-Federal entity unless the 
matter is primarily a Federal concern. Violations of law will be referred to the local, state, or Federal authority 
having proper jurisdiction. 


OAC 260:115-9-7 - State agency and supplier disputes 


Quality assurance inspections by state agencies. A state agency must establish quality assurance procedures that 
ensure timely and thorough inspection of acquisitions delivered to the agency. It is critical that problems with delivery 
or the quality of the acquisition delivered be promptly communicated to the agency’s primary procurement official 
and the State Purchasing Director.  


Resolution of dispute between a state agency and supplier. Whenever a supplier provides a state agency with 
defective products or fails to perform in accordance with contract requirements, a state agency shall notify the 
supplier in writing of the deficiency and include information necessary for the supplier to resolve the problem. If the 
state agency and supplier are unable to resolve the dispute, the state agency shall submit a written request for dispute 
resolution to the State Purchasing Director.  


State agency submission of supplier performance evaluation form. A state agency shall request the State Purchasing 
Director seek dispute resolution by submitting a Supplier Performance Quality Report, whenever a supplier:  


1. fails to timely retrieve and replace an acquisition that does not meet or exceed contract specifications;  
2. does not refund payment for an acquisition that does not meet or exceed contract specifications; or,  
3. fails to resolve any other problem that conflicts with the contract specifications in a timely manner. 


 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014; 80 FR 43309, July 22, 2015] 


§200.319   Competition. 
(a) All procurement transactions must be conducted in a manner providing full and open competition 
consistent with the standards of this section. In order to ensure objective contractor performance and 
eliminate unfair competitive advantage, contractors that develop or draft specifications, requirements, 
statements of work, or invitations for bids or requests for proposals must be excluded from competing for 
such procurements. Some of the situations considered to be restrictive of competition include but are not 
limited to: 


(1) Placing unreasonable requirements on firms in order for them to qualify to do business; 


(2) Requiring unnecessary experience and excessive bonding; 


(3) Noncompetitive pricing practices between firms or between affiliated companies; 


(4) Noncompetitive contracts to consultants that are on retainer contracts; 


(5) Organizational conflicts of interest; 







(6) Specifying only a “brand name” product instead of allowing “an equal” product to be offered and 
describing the performance or other relevant requirements of the procurement; and 


(7) Any arbitrary action in the procurement process. 







74 O.S. § 85.7. Competitive Bid or Proposal Procedures 


Except as otherwise provided by the Oklahoma Central Purchasing Act, no state agency shall make an acquisition for 
an amount exceeding Fifty Thousand Dollars ($50,000.00) or the limit determined by the State Purchasing Director 
pursuant to rules authorized by Section 85.5 of this title, not to exceed One Hundred Thousand Dollars ($100,000.00), 
without submission of a requisition to the State Purchasing Director and submission of suppliers’ competitive bids or 
proposals to the State Purchasing Director. 


Any acquisition a state agency makes shall be made pursuant to the Oklahoma Central Purchasing Act and rules 
promulgated pursuant thereto. 
Split purchasing for the purpose of evading the requirement of competitive bidding shall be a felony. 


The State Purchasing Director may waive or increase the limit authorized for a state agency acquisition by not more 
than ten percent (10%) to perfect an otherwise valid acquisition inadvertently exceeding the limit due to 
administrative error by the state agency or unforeseeable circumstances. The state agency shall request a waiver upon 
the discovery of the error or circumstance to the State Purchasing Director on a form the Director requires. 


The State Purchasing Director shall report all requests for waivers or increases, stating the amount and whether the 
request was granted or denied, monthly to the Governor, President Pro Tempore of the Senate, and Speaker of the 
House of Representatives. 


Requisitions pursuant to this section shall not be required prior to emergency acquisitions by a state agency not 
exceeding One Hundred Thousand Dollars ($100,000.00). The state agency shall submit a requisition to the State 
Purchasing Director within five (5) days following the acquisition together with a statement of the emergency. The 
State Purchasing Director shall send the requisition and a written analysis to the Governor, the President Pro Tempore 
of the Senate, and the Speaker of the House of Representatives specifying the facts and circumstances giving rise to 
the emergency requisition. 


Requisitions pursuant to this section for acquisitions to alleviate a serious environmental emergency shall not be 
required if, upon receiving a request from the Chair of the Corporation Commission and after having examined the 
facts and circumstances of the case, the Governor certifies in writing the existence of a serious environmental 
emergency. For the purposes of this section, “serious environmental emergency” means a situation within the 
jurisdiction of the Commission: 
 


in which serious damage to the environment will quickly occur if immediate action is not taken and the damage will be 
so significant that the urgent need for action outweighs the need for competitive bids, or 


a situation in which human life or safety is in imminent danger or significant property interests are threatened with 
imminent destruction. 


Acquisitions for repairs of equipment in emergencies, of livestock through a market agency, dealer, commission house, 
or livestock auction market bonded or licensed under federal or state law, the purchase or collection of semen or 
embryos, and the placement of embryos into recipient livestock shall not require requisitions pursuant to this section 
or any other provisions of the Oklahoma Central Purchasing Act. 


Sole source or sole brand acquisitions by a state agency or the State Purchasing Director shall comply with Section 
85.45j of this title. 


Any acquisition of a service which the Office of Management and Enterprise Services has approved as qualifying for a 
fixed and uniform rate shall be made pursuant to provisions of this paragraph. 


The Office of Management and Enterprise Services shall establish criteria and guidelines for those services which may 
qualify for a fixed and uniform rate. 







 


(b) The non-Federal entity must conduct procurements in a manner that prohibits the use of statutorily or 
administratively imposed state, local, or tribal geographical preferences in the evaluation of bids or proposals, 
except in those cases where applicable Federal statutes expressly mandate or encourage geographic 
preference. Nothing in this section preempts state licensing laws. When contracting for architectural and 
engineering (A/E) services, geographic location may be a selection criterion provided its application leaves an 
appropriate number of qualified firms, given the nature and size of the project, to compete for the contract. 


(c) The non-Federal entity must have written procedures for procurement transactions. These procedures must 
ensure that all solicitations: 


(1) Incorporate a clear and accurate description of the technical requirements for the material, product, or 
service to be procured. Such description must not, in competitive procurements, contain features which 
unduly restrict competition. The description may include a statement of the qualitative nature of the material, 
product or service to be procured and, when necessary, must set forth those minimum essential characteristics 
and standards to which it must conform if it is to satisfy its intended use. Detailed product specifications 
should be avoided if at all possible. When it is impractical or uneconomical to make a clear and accurate 
description of the technical requirements, a “brand name or equivalent” description may be used as a means 
to define the performance or other salient requirements of procurement. The specific features of the named 
brand which must be met by offers must be clearly stated; and 


(2) Identify all requirements which the offerors must fulfill and all other factors to be used in evaluating bids or 
proposals. 


OAC 260:115-5-7 - State agency purchasing procedures 


Development. State agencies shall develop internal purchasing procedures for acquisitions by the state agency 
pursuant to 74 O.S. §85.39, “. . .which shall, at a minimum, include provisions for the state agency’s needs assessment, 
funding, routing, review, audits, monitoring, and evaluations”. A state agency must include the method whereby a 
supplier may protest a contract award by the agency pursuant to 260:115-3-19 in its internal purchasing procedures, 
and include provisions for procurement policies under statutorily applicable emergency events. Internal purchasing 
procedures are not effective until approved in accordance with this section. 


 


(d) The non-Federal entity must ensure that all prequalified lists of persons, firms, or products which are used 
in acquiring goods and services are current and include enough qualified sources to ensure maximum open 
and free competition. Also, the non-Federal entity must not preclude potential bidders from qualifying during 
the solicitation period. 


OAC 260:115-3-3 - Supplier registration 


Purpose. Unless otherwise specified, supplier registration pursuant to this section provides a supplier with automatic 
notification of bid opportunities but is not required for a supplier to respond to a solicitation. Automatic notification is 
dependent upon a supplier providing the Office of Management and Enterprise Services valid and up-to-date 
information. Supplier registration is required for any supplier selected for award or renewal of a contract pursuant to 
the Central Purchasing Act and these rules. For the purposes of this section, “State Purchasing Director” does not 
include personnel of state agencies to whom the State Purchasing Director has delegated authority. 







Suppliers may be required to prequalify for the purpose of responding to online solicitations. 


Suppliers shall prequalify in accordance with procedures established by the State Purchasing Director. 


Registration. A supplier may apply for registration online as established by 74 O.S. 85.33, for each commodity class 
listed in the registration application, to be placed on the Supplier List for a one-year period. Registered suppliers are to 
be notified by the Central Purchasing Division or by non-exempt state agencies pursuant to applicable laws and rules, 
of solicitations for each commodity class for which a supplier registers. The State Purchasing Director shall not place a 
supplier on the Supplier List if the supplier provides incomplete registration information or if the State Purchasing 
Director, in his or her sole discretion, determines the supplier is not a responsible supplier. 


Registration fee. A registered supplier may renew a registration prior to the expiration date of the supplier’s current 
registration in order to remain on the Supplier List. The Office of Management and Enterprise Services shall not refund 
supplier registration fees. 


Voluntary removal from Supplier List. A supplier may submit a written request to the Central Purchasing Division to 
request to be removed from the Supplier List for a commodity. 


 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014] 


§200.320   Methods of procurement to be followed. 
The non-Federal entity must use one of the following methods of procurement. 


(a) Procurement by micro-purchases. Procurement by micro-purchase is the acquisition of supplies or services, 
the aggregate dollar amount of which does not exceed the micro-purchase threshold (§200.67 Micro-
purchase). To the extent practicable, the non-Federal entity must distribute micro-purchases equitably among 
qualified suppliers. Micro-purchases may be awarded without soliciting competitive quotations if the non-
Federal entity considers the price to be reasonable. 


OAC 260:115-7-11 - Acquisitions not exceeding $5,000.00 


State agencies shall make open market acquisitions not exceeding $5,000.00 provided the acquisition process is fair 
and reasonable. 


 


(b) Procurement by small purchase procedures. Small purchase procedures are those relatively simple and 
informal procurement methods for securing services, supplies, or other property that do not cost more than 
the Simplified Acquisition Threshold. If small purchase procedures are used, price or rate quotations must be 
obtained from an adequate number of qualified sources. 


OAC 260:115-7-13 - Acquisitions over $5,000.00 and not exceeding $25,000.00 







Basic Requirements. State agencies that have an internal CPO or a designated CPO through an interagency agreement 
and approved internal purchasing procedures pursuant to the requirements of 260:115-5-3 and 260:115-5-7 shall 
make acquisitions over $5,000.00 and not exceeding $25,000.00 pursuant to this section.  


Acquisition Preparation. The state agency shall prepare and document the state agency’s specifications and all 
information required from the supplier for an acquisition. An agency shall choose an appropriate solicitation 
methodology, i.e. formal or informal competitive solicitation, based on the complexity of an acquisition.  


Supplier selection.  


The state agency shall solicit from a minimum of three (3) registered suppliers (if available) for acquisitions over 
$5,000.00 and not exceeding $10,000.00 and ten (10) registered suppliers for acquisitions over $10,000.00 and not 
exceeding $25,000.00, from the Supplier List in the appropriate commodity classification. Selection of suppliers shall 
be rotated whenever more than ten (10) suppliers are registered.  


State agencies shall solicit prices and delivery dates by mail, telephone, facsimile or by means of electronic commerce.  


The state agency shall make a written evaluation of criteria considered in selection of the supplier for the acquisition. 
Documentation of prices, delivery dates and the evaluation shall be placed in the acquisition file.  


All awards shall be based on lowest and best or best value criteria.  


Certifications, verifications and other required documents.  
 


Non-collusion certification. Pursuant to requirements in 74 O.S. §85.22, a non- collusion certification shall be included 
with any competitive bid and/or contract submitted to the State for goods or services. The certification shall have an 
authorized signature of the supplier certifying the non-collusion statement with full knowledge and acceptance of all 
its provisions.  


Sales Tax Permit Verification. Prior to the award of a contract, the state agency must verify that the supplier has 
obtained a current sales tax permit in accordance with the laws of Oklahoma. Documentation of verification of a 
current sales tax permit, which must be a copy of the sales tax permit, the supplier’s explanation of exemption, or 
confirmation of the permit’s status obtained from the Oklahoma Tax Commission, must be filed in the acquisition file.  


Certifications for services contracts. Additional documents required to be included in contracts for professional or 
nonprofessional services include:  
 


If the final product of a professional services contract is a written proposal, report or study, the supplier shall include a 
statement certifying that the supplier has not previously provided a substantial duplication of the final product to the 
state agency or another state agency. [Reference 74 O.S. §85.41]  


An acquisition for professional or nonprofessional services must include statutory language required by the Oklahoma 
Central Purchasing Act as a term of the requisition or contract and must be signed by the chief administrative officer of 
the agency or the chief administrative officer of the requisitioning unit certifying compliance with the Act. [Reference 
74 O.S. § 85.4]  







Each contract for services shall include a statement certifying that no person who has been involved in any manner in 
the development of that contract while employed by the State of Oklahoma shall be employed to fulfill any of the 
services provided for under said contract. [Reference 74 O.S. §85.42]  


Bonds and sureties. The solicitation may require bidders to submit a bid bond, performance bond, or other type of 
approved surety with the bid.  


Form of bond. The bid bond, performance bond or other type of surety shall be subject to the approval of the State 
Purchasing Director. For bonds requiring a cash deposit, the amount specified by the State Purchasing Director shall be 
paid by certified check or cashiers check.  


Irrevocable letter of credit. In lieu of bonds specified in this subsection, the State Purchasing Director may approve 
submission of an irrevocable letter of credit.  


Bond or surety return. When the State Purchasing Director specifies a bid contain a bid bond, performance bond, or 
other type of surety, the State Purchasing Director shall retain the bond or surety until the successful completion of 
the purpose for which the bond or surety was drawn. 


 


(c) Procurement by sealed bids (formal advertising). Bids are publicly solicited and a firm fixed price contract 
(lump sum or unit price) is awarded to the responsible bidder whose bid, conforming with all the material 
terms and conditions of the invitation for bids, is the lowest in price. The sealed bid method is the preferred 
method for procuring construction, if the conditions in paragraph (c)(1) of this section apply. 


(1) In order for sealed bidding to be feasible, the following conditions should be present: 


(i) A complete, adequate, and realistic specification or purchase description is available; 


(ii) Two or more responsible bidders are willing and able to compete effectively for the business; and 


(iii) The procurement lends itself to a firm fixed price contract and the selection of the successful bidder can be 
made principally on the basis of price. 


(2) If sealed bids are used, the following requirements apply: 


(i) Bids must be solicited from an adequate number of known suppliers, providing them sufficient response 
time prior to the date set for opening the bids, for local, and tribal governments, the invitation for bids must 
be publicaly advertised; 


(ii) The invitation for bids, which will include any specifications and pertinent attachments, must define the 
items or services in order for the bidder to properly respond; 


(iii) All bids will be opened at the time and place prescribed in the invitation for bids, and for local and tribal 
governments, the bids must be opened publicly; 


(iv) A firm fixed price contract award will be made in writing to the lowest responsive and responsible bidder. 
Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle costs must 







be considered in determining which bid is lowest. Payment discounts will only be used to determine the low 
bid when prior experience indicates that such discounts are usually taken advantage of; and 


(v) Any or all bids may be rejected if there is a sound documented reason. 


OAC 260:115-7-15 - Acquisitions over $25,000,00 and not exceeding $50,000.00 


Basic requirements. State agencies that have an internal CPO or a designated CPO through an interagency agreement 
and approved internal purchasing procedures pursuant to the requirements of 260:115-5-3 and 260:115-5-7 shall 
make acquisitions exceeding $25,000.00 but not exceeding $50,000.00 in accordance with this section, by means of a 
formal method of competitive solicitation, i.e. sealed bid solicitations.  


Acquisition preparation. The state agency shall prepare and document the state agency’s specifications for an 
acquisition. The state agency shall provide the specifications, terms and conditions for the acquisition to each supplier 
selected for notification. Whenever the state agency issues a solicitation for acquisition by invitation to bid or RFP, the 
agency shall develop evaluation criteria for the acquisition prior to bid opening.  


Supplier selection.  


The state agency shall solicit all registered suppliers in the appropriate commodity classification from the Supplier List 
along with any other suppliers identified by the state agency. Suppliers that have been suspended or debarred by the 
State Purchasing Director or the Federal government shall not be awarded a contract.  


State agencies shall solicit prices and delivery dates by means of sealed bid using mail or electronic commerce. The 
suppliers shall provide pricing and delivery dates in accordance with the requirements of the solicitation.  


The state agency shall make a written evaluation of criteria considered in selection of the supplier for the acquisition. 
The written evaluation shall be placed in the acquisition file. When a selection has been made, the state agency shall 
notify the supplier of the award.  


All awards shall be based on lowest and best or best value criteria.  


Certifications, verifications and other required documents.  
 


Non-collusion certification. Pursuant to requirements in 74 O.S. §85.22, a non- collusion certification shall be included 
with any competitive bid and/or contract submitted to the State for goods or services. The certification shall have an 
authorized signature of the supplier certifying the non-collusion statement with full knowledge and acceptance of all 
its provisions.  


Sales Tax Permit Verification. Prior to the award of a contract, the state agency must verify that the supplier has 
obtained a current sales tax permit in accordance with the laws of Oklahoma. Documentation of verification of a 
current sales tax permit, which must be a copy of the sales tax permit, the supplier’s explanation of exemption, or 
confirmation of the permit’s status obtained from the Oklahoma Tax Commission, must be filed in the acquisition file.  


Certifications for services contracts. Additional documents required to be included in contracts for professional or 
nonprofessional services include:  
 







If the final product of a professional services contract is a written proposal, report or study, the supplier shall include a 
statement certifying that the supplier has not previously provided a substantial duplication of the final product to the 
state agency or another state agency. [Reference 74 O.S. §85.41]  


An acquisition for professional or nonprofessional services must include statutory language required by the Oklahoma 
Central Purchasing Act as a term of the requisition or contract and must be signed by the chief administrative officer of 
the agency or the chief administrative officer of the requisitioning unit certifying compliance with the Act. [Reference 
74 O.S. §85.4]  


Each contract for services shall include a statement certifying that no person who has been involved in any manner in 
the development of that contract while employed by the State of Oklahoma shall be employed to fulfill any of the 
services provided for under said contract. [Reference 74 O.S. §85.42]  


Bonds and sureties. The solicitation may require bidders to submit a bid bond, performance bond, or other type of 
approved surety with the bid.  
 


Form of bond. The bid bond, performance bond or other type of surety shall be subject to the approval of the 
acquiring state agency. For bonds requiring a cash deposit, the amount specified by the acquiring state agency shall be 
paid by certified check or cashiers check.  


Irrevocable letter of credit. In lieu of bonds specified in this subsection, the acquiring state agency may approve 
submission of an irrevocable letter of credit. (iii)Bond or surety return. When the acquiring state agency specifies a bid 
contain a bid bond, performance bond, or other type of surety, the state agency shall retain the bond or surety until 
the successful completion of the purpose for which the bond or surety was drawn.  


Verification of registration and status with Secretary of State. Prior to the award of a contract, the acquiring state 
agency must verify, pursuant to applicable provisions of law, that the supplier is registered with the Secretary of State 
and franchise tax payment status pursuant to 68 O.S. §1203 and §1204. Documentation of verification of registration 
and status with the Secretary of State must include, at a minimum, a copy of the entity summary information from the 
Secretary of State’s website or the supplier’s statement providing specific details supporting the exemption claimed, 
must be filed in the acquisition file. 


OAC 260:115-7-17 - Acquisitions over $50,000.00 and not exceeding $100,000.00 


State agencies that have an internal CPO or a designated CPO through an interagency agreement and approved 
internal purchasing procedures pursuant to the requirements of 260:115-5-3 and 260:115-5-7, shall send a written 
request to the State Purchasing Director to request acquisition authority exceeding $50,000.00 but not exceeding 
$100,000.00. The State Purchasing Director shall consider the agency’s internal purchasing procedures, procurement 
training and certifications of the agency’s procurement staff, and any other information deemed necessary by the 
State Purchasing Director to make the determination to approve or disapprove the request. If approved, the agency 
shall:  


make all acquisitions within this acquisition authority pursuant to 74 O.S. §85.7, any other applicable state laws and 
rules, including Section 260:115-7-15;  


award all contracts based on lowest and best or best value criteria; and,  







solicit all suppliers in the appropriate commodity classification from the Supplier List along with any other suppliers 
identified by the state agency using solicitation forms prescribed by the OMES Director. 


 


(d) Procurement by competitive proposals. The technique of competitive proposals is normally conducted with 
more than one source submitting an offer, and either a fixed price or cost-reimbursement type contract is 
awarded. It is generally used when conditions are not appropriate for the use of sealed bids. If this method is 
used, the following requirements apply: 


(1) Requests for proposals must be publicized and identify all evaluation factors and their relative importance. 
Any response to publicized requests for proposals must be considered to the maximum extent practical; 


(2) Proposals must be solicited from an adequate number of qualified sources; 


(3) The non-Federal entity must have a written method for conducting technical evaluations of the proposals 
received and for selecting recipients; 


(4) Contracts must be awarded to the responsible firm whose proposal is most advantageous to the program, 
with price and other factors considered; and 


(5) The non-Federal entity may use competitive proposal procedures for qualifications-based procurement of 
architectural/engineering (A/E) professional services whereby competitors' qualifications are evaluated and the 
most qualified competitor is selected, subject to negotiation of fair and reasonable compensation. The 
method, where price is not used as a selection factor, can only be used in procurement of A/E professional 
services. It cannot be used to purchase other types of services though A/E firms are a potential source to 
perform the proposed effort. 


(e) [Reserved] 


(f) Procurement by noncompetitive proposals. Procurement by noncompetitive proposals is procurement 
through solicitation of a proposal from only one source and may be used only when one or more of the 
following circumstances apply: 


(1) The item is available only from a single source; 


(2) The public exigency or emergency for the requirement will not permit a delay resulting from competitive 
solicitation; 


(3) The Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in 
response to a written request from the non-Federal entity; or 


(4) After solicitation of a number of sources, competition is determined inadequate. 


74 O.S. § 85.45j. Sole Source or Sole Brand Acquisition 


Pursuant to the provisions of this section, an acquisition may be exempt from competitive bidding procedures as a sole 
source or sole brand acquisition. 







 


A court order requiring the purchase of specific products or services but which does not specify a brand or supplier 
shall not substitute for the certification required by this subsection or otherwise invalidate the acquisition procedures 
required pursuant to The Oklahoma Central Purchasing Act. 


Any chief administrative officer of a state agency affirming the certification required by this subsection who knows the 
information to be false shall be deemed guilty of perjury and upon conviction shall be punished by fine or by 
imprisonment or both fine and imprisonment pursuant to law. Upon conviction or upon entering a plea of nolo 
contendere pursuant to this paragraph, the chief administrative officer shall immediately forfeit his or her position and 
shall be ineligible for appointment to or employment in the state service for a period of five (5) years after entering a 
plea of nolo contendere or being convicted. 


Upon a determination by the Director of the Office of Management and Enterprise Services that there are reasonable 
grounds to believe that a violation of this subsection has occurred, the Director shall send findings to the Attorney 
General that support the determination. The Attorney General shall review the findings and determine whether to 
investigate or prosecute the person. 


If the acquisition’s purchase price is such that the state agency is required to submit a requisition to the State 
Purchasing Director, the State Purchasing Director shall approve or deny the requisition for a sole source or sole brand 
acquisition. Prior to approving a requisition pursuant to this paragraph, the State Purchasing Director shall document 
reasons a sole source or sole brand purchase is necessary and shall retain a written record for three (3) fiscal years 
following the end of the fiscal year during which the sole source or sole brand acquisition was made. 


For sole source or sole brand acquisitions exceeding Five Thousand Dollars ($5,000.00) and not requiring submission of 
a requisition to the State Purchasing Director, the state agency’s certified procurement officer shall document reasons 
a sole source or sole brand acquisition is necessary and shall retain a written record for three (3) fiscal years following 
the end of the fiscal year during which the sole source or sole brand acquisition was made. 


The chief administrative officer of each state agency shall submit to the State Purchasing Director a monthly listing of 
all sole source and sole brand acquisitions exceeding Five Thousand Dollars ($5,000.00) executed by the state agency 
in the preceding month. The report shall indicate whether requisitions for sole source and sole brand acquisitions 
were disapproved or modified by the State Purchasing Director and information the State Purchasing Director 
requires. 


The State Purchasing Director shall electronically provide to the Office of Management and Enterprise Services the 
information received pursuant to paragraph 8 of this subsection in machine-readable format and in the form the 
Office of Management and Enterprise Services requires. 


By the fifteenth day of each month, or the first working day thereafter, the Office of Management and Enterprise 
Services shall provide a report from the information received pursuant to this section to: 


The Speaker of the House of Representatives and the President Pro Tempore of the Senate; 


The Majority and Minority Leaders of both the House of Representatives and the Senate; 


The Chair and Vice-chair of the Appropriations and Budget Committee of the House of Representatives and the 
Appropriations Committee of the Senate; and 







Any member of the Legislature requesting the report. 


The report shall detail all sole source and sole brand acquisitions by state agencies for the month prior to the month 
preceding the submission of the report. The report shall be titled “Monthly Sole Source and Sole Brand Contracting 
Report of Oklahoma State Agencies” and indicate the time period of the report. The report shall be provided in 
physical form unless the requesting person specifies the electronic version. The report shall be signed by the Director 
of the Office of Management and Enterprise Services or the Director’s designee. The report shall be in columnar 
database format and shall include at least the following fields of information: state agency number; state agency 
name; date created by the Office of Management and Enterprise Services for the requisition; date of either approval 
or disapproval of the requisition; if disapproved, the reason why such contract was disapproved; estimated amount of 
the requisition; purchase order amount; purchase order number; actual business name of supplier; supplier federal 
employer identification number; contact person; and the commodity classification listing at the appropriate level to 
distinguish between similar acquisitions. Information required by this subsection shall be reported and maintained on 
each report through the next reporting period after an acquisition is made. The applicable data in the fields of 
information specified in this subsection shall be listed even if the state agency requisition is disapproved. 


The Office of Management and Enterprise Services shall maintain electronic historic data or any other data received 
pursuant to this section for at least two (2) years. 


By August 15 of each year, from the data received pursuant to this section, the Office of Management and Enterprise 
Services shall complete and submit a report detailing the number of sole source or sole brand contracts issued by each 
state agency and a list of the business names of the suppliers who received sole source or sole brand awards during 
the previous fiscal year and if more than one such award, the number of awards so executed. 


 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014; 80 FR 54409, Sept. 10, 2015] 


§200.321   Contracting with small and minority businesses, women's 
business enterprises, and labor surplus area firms. 
(a) The non-Federal entity must take all necessary affirmative steps to assure that minority businesses, 
women's business enterprises, and labor surplus area firms are used when possible. 


(b) Affirmative steps must include: 


(1) Placing qualified small and minority businesses and women's business enterprises on solicitation lists; 


(2) Assuring that small and minority businesses, and women's business enterprises are solicited whenever they 
are potential sources; 


(3) Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit 
maximum participation by small and minority businesses, and women's business enterprises; 


(4) Establishing delivery schedules, where the requirement permits, which encourage participation by small 
and minority businesses, and women's business enterprises; 


(5) Using the services and assistance, as appropriate, of such organizations as the Small Business 
Administration and the Minority Business Development Agency of the Department of Commerce; and 







(6) Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listed in 
paragraphs (1) through (5) of this section. 


Title 74. State Government 
Chapter 4 - Office of Management and Enterprise Services 
Oklahoma Minority Business Enterprise Assistance Act 
Section 85.45a - Intent of Legislature 
Cite as: O.S. §, __ __ 


It is recognized by this state that the preservation and expansion of the American economic system of private enterprise 
is through free competition, but it is also recognized that the security and well-being brought about by such 
competition cannot be realized unless the actual and potential capacity of minority business enterprises is encouraged 
and developed. Therefore, it is the intent of the Legislature that the state ensure that minority business enterprises are 
not underrepresented in the area of procurement of state contracts for construction, services, equipment and goods. It is 
further the intent that this state provide for the aggressive solicitation of minority business enterprises, provide a 
feasibility study on a Small Business Surety Bond Guaranty Program, provide other programs targeted for assisting 
minority business enterprises in qualifying for state bids, and establish a percentage preference bid program for minority 
business enterprises who desire to participate in such program. 


 


§200.322   Procurement of recovered materials. 
A non-Federal entity that is a state agency or agency of a political subdivision of a state and its contractors 
must comply with section 6002 of the Solid Waste Disposal Act, as amended by the Resource Conservation 
and Recovery Act. The requirements of Section 6002 include procuring only items designated in guidelines of 
the Environmental Protection Agency (EPA) at 40 CFR part 247 that contain the highest percentage of 
recovered materials practicable, consistent with maintaining a satisfactory level of competition, where the 
purchase price of the item exceeds $10,000 or the value of the quantity acquired during the preceding fiscal 
year exceeded $10,000; procuring solid waste management services in a manner that maximizes energy and 
resource recovery; and establishing an affirmative procurement program for procurement of recovered 
materials identified in the EPA guidelines. 


OAC 260:85-1-4 - Recycled Products Procurement 


Purchase of recycled products. Each state public entity shall procure products which are manufactured with recycled 
materials, and products which are recyclable and/or durable, to meet or exceed the legislative intent, requirements, 
and goals of the Act.  


Reporting of purchases of recycled products. Each state public entity shall submit a report to the Director by December 
31 of each year. This report shall describe the results of its procurement of recycled paper products and other 
products manufactured with recycled materials over the past fiscal year. The report shall be in a format determined by 
the Office.  


Assistance in procurement objectives. The Office shall provide assistance to state public entities in the achievement of 
procurement objectives in their recycling programs.  







Procurement specifications for recycled materials. Each state public entity shall use procurement specifications to 
require, to the greatest extent practicable, that a product and its packaging or container contain recycled materials 
and that the product and its packaging or container be recyclable.  


Product and packaging specifications shall require the use of post-consumer materials to the greatest extent 
practicable without jeopardizing the intended end use of the product.  


In writing specifications and selecting products for procurement, life cycle costs shall be part of the evaluation criteria 
when the costs of waste disposal or the durability and reusability of a product may be significant.  


A state public entity may determine that, for technical reasons, and for a particular end use, a product containing 
recycled materials will not meet reasonable performance standards, and may therefore declare the purchase of a 
product manufactured with recycled materials to be unpracticable. Such a determination shall be documented and 
based solely upon technical performance information related to a specific item, and not to a grade or type of product. 
This documentation may be requested for review by the Office.  


Each state public entity shall reduce the generation of solid waste at its source, whenever practicable, by minimizing 
the purchase of single-use, disposable products and requiring the purchase of durable products which can be reused.  


Each state public entity shall, whenever practicable, purchase only office paper, photocopier paper, printer paper, and 
printed paper products which are not coated with plastic, clay, or other material used to create a glossy finish.  


Each state public entity shall take reasonable steps to minimize the procurement of colored paper products. If color is 
necessary for a particular use, full consideration shall be given to the use of white paper printed with colored, soy- 
based ink.  


Declaration of vendors of percentage of recycled materials in products. State public entities shall require vendors to 
declare the minimum, if not exact, percentage of recycled materials content in the products offered, including both 
the post-consumer and total recycled materials content, regardless of whether the product meets the percentage of 
recycled materials specified for that product.  


Certification by vendor of recycled content claim. The vendor of any product for which a recycled content claim is 
made must both possess and rely upon a reasonable basis for the claim and must be able, upon request by the Office, 
to certify and demonstrate this claim. Any fraud or deception in the representation of recycled materials content may 
result in cancellation of the contract and the removal or suspension of the vendor from the bidders list pursuant 
to OAC 260:115-3-21.  


Preferences for recycled materials. If several products manufactured with recycled materials are being considered for 
purchase, and if all cost and quality considerations are comparable, preference shall be given to the product with the 
highest content of post- consumer material. If this measure fails to identify the more preferable product, the award 
shall go to the product with the highest content of total recycled materials.  


Preferences by public entities. Each state public entity responsible for the maintenance of public lands in this state 
shall, to the greatest extent practicable and consistent with sound environmental practices, give preference to the use 
of compost materials in land maintenance activities which are to be paid for by public funds.  







Provisions for Oklahoma Department of Transportation and Oklahoma Turnpike Authority. The Department of 
Transportation and the Oklahoma Turnpike Authority shall review and modify all bid and paving material 
specifications:  


To provide that the specifications encourage the maximum purchase, when practicable, of recyclable asphalt 
pavement and paving materials utilizing recycled materials, including but not limited to:  
 


crushed concrete sub base;  


fly ash;  


glass and glassy aggregates; and  


asphalt material containing ground tire rubber.  


Life cycle cost analysis shall be used in determining practicability.  


Provisions for public entities using motor vehicles. Each state public entity which owns or maintains motor vehicles is 
encouraged, to the greatest extent practicable to:  


Equip such vehicles with retreaded tires.  
 


Efforts should first be made to procure retreading services for the entity's own waste tire casings.  


If the services in 260:85-1-4(j)(1)(A) are not practicable, retreaded tires should be procured for use as replacements.  


Emergency vehicles defined in 47 O.S. 1991 § 1-103 (Highway Safety Code) are exempt from this recommendation.  


• Procure re-refined oils for all practicable uses, including, but not limited to, such uses as:  
engine lubricating oils;  


• gear oils; and,  
• hydraulic fluids.  


Price preference on bids. When accepting bids for purchases of supplies, equipment and materials, the Central 
Purchasing Division of the Office of Management and Enterprise Services and each state public entity shall extend 
price preferences to products manufactured with recycled materials whenever the Director determines that such 
products are unable to be price competitive with products of comparable grade and quality manufactured from virgin 
materials.  


Those products manufactured with at least the minimum content level of recycled materials as established by the 
Federal Environmental Protection Agency (EPA) shall receive a price preference not to exceed a five percent 
differential.  


A copy of the EPA specified content requirements and a list of products meeting the requirements will be maintained 
as a public record by the Office.  







A product which contains recycled materials but falls short of the EPA minimum requirements may receive a price 
preference if no other product is bid or offered which meets the EPA requirements.  


Price preferences allowed pursuant to this section shall not be combined with other price preferences or differentials.  


In response to product market conditions, the Director may temporarily increase, reduce, or eliminate any recycled 
product price preference.  


Exemptions. No state public entity may be exempted from complying with the legislative intent, requirements, and 
goals of the Act; however, the Director may grant temporary exemptions from compliance with the rules in 260:85-1-4 
due to lack of market availability or economic feasibility. All requests for exemption must be made in writing and must 
be accompanied by documentation supporting the need for such an exemption. Any exemption granted shall be in 
effect for no longer than one year. 


 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014] 


§200.323   Contract cost and price. 
(a) The non-Federal entity must perform a cost or price analysis in connection with every procurement action 
in excess of the Simplified Acquisition Threshold including contract modifications. The method and degree of 
analysis is dependent on the facts surrounding the particular procurement situation, but as a starting point, 
the non-Federal entity must make independent estimates before receiving bids or proposals. 


OAC 260:115-7-23 - State agency acquisitions processed by the Central Purchasing Division 


A state agency submitting requisitions to the Central Purchasing Division pursuant to 260:115-5-11 shall comply with 
this section. For the purposes of this section, "State Purchasing Director" does not include personnel of state agencies 
to whom the State Purchasing Director has delegated authority.  


Forms. State agencies shall use forms for requisitions provided or approved by the State Purchasing Director.  


Services requisition requirements. If the state agency requisitions professional or nonprofessional services, the state 
agency shall submit a requisition or contract, which includes applicable statutory language required by the Oklahoma 
Central Purchasing Act, signed by the chief administrative officer of the agency or the chief administrative officer of 
the requisitioning unit certifying compliance with the Act. [Reference 74 O.S. § 85.4]  


Evaluation Criteria. An agency shall include written criteria necessary to evaluate a supplier’s response to a solicitation 
such as technical scope, cost, experience, references etc.  


Additional requisition information. The State Purchasing Director may require a state agency to submit additional 
information with a requisition.  


Requisition acceptance or rejection. The State Purchasing Director shall accept or reject a state agency’s requisition. 
The State Purchasing Director shall notify the state agency if the State Purchasing Director rejects a requisition.  







Competitive bid evaluation. The State Purchasing Director shall evaluate bids and may request assistance of the state 
agency.  


Competitive bid award. The State Purchasing Director shall award a contract, as the solicitation specifies, to the 
responsible bidder that provides the lowest and best, or best value bid.  


State agency notification. The State Purchasing Director shall notify the state agency of the successful bidder by 
purchase order following the award of contract. 


 


(b) The non-Federal entity must negotiate profit as a separate element of the price for each contract in which 
there is no price competition and in all cases where cost analysis is performed. To establish a fair and 
reasonable profit, consideration must be given to the complexity of the work to be performed, the risk borne 
by the contractor, the contractor's investment, the amount of subcontracting, the quality of its record of past 
performance, and industry profit rates in the surrounding geographical area for similar work. 


OAC 260:115-7-34 - Contract negotiation 


Negotiation. The State Purchasing Director may negotiate contracts by following the rules for negotiation in this 
section. Negotiations may be conducted with one or more suppliers. A state agency may conduct negotiations for 
acquisitions within the state agency’s approved dollar threshold and shall follow the rules for negotiation in this 
section.  


Negotiation team.  


A state agency may request assistance from the State Purchasing Director when conducting negotiations, which may 
include a request for the designation of a negotiator or negotiation team.  


The State Purchasing Director or designee shall serve as the lead negotiator for a team when negotiations are being 
conducted for solicitations issued by Central Purchasing.  


Negotiation process.  


The lead negotiator shall notify suppliers of the date and time for negotiations.  


The lead negotiator shall request the supplier provide a list of the individuals who will attend the negotiation and who 
have full authority to bind the supplier in the negotiation process.  


The lead negotiator shall determine the location and manner of negotiation.  


The negotiation team shall develop an agenda with the lead negotiator and submit the agenda to all participants of 
the negotiation process. The agenda shall set forth the key areas in the solicitation, which require negotiation.  


The lead negotiator may require suppliers to submit a best and final offer.  







The lead negotiator shall prepare a summary that shall document the following:  
an overview setting forth the solicitation number, names and titles of participants, description of the solicitation, date 
and location of the negotiation, and purpose of the negotiation; and  


a summary of the results of the negotiation, specifically stating what is the basis of the final agreement.  


a summary created under these rules shall become a part of the contract file retained. 


 


(c) Costs or prices based on estimated costs for contracts under the Federal award are allowable only to the 
extent that costs incurred or cost estimates included in negotiated prices would be allowable for the non-
Federal entity under Subpart E—Cost Principles of this part. The non-Federal entity may reference its own cost 
principles that comply with the Federal cost principles. 


(d) The cost plus a percentage of cost and percentage of construction cost methods of contracting must not 
be used. 


§200.324   Federal awarding agency or pass-through entity review. 
(a) The non-Federal entity must make available, upon request of the Federal awarding agency or pass-through 
entity, technical specifications on proposed procurements where the Federal awarding agency or pass-
through entity believes such review is needed to ensure that the item or service specified is the one being 
proposed for acquisition. This review generally will take place prior to the time the specification is 
incorporated into a solicitation document. However, if the non-Federal entity desires to have the review 
accomplished after a solicitation has been developed, the Federal awarding agency or pass-through entity 
may still review the specifications, with such review usually limited to the technical aspects of the proposed 
purchase. 


(b) The non-Federal entity must make available upon request, for the Federal awarding agency or pass-
through entity pre-procurement review, procurement documents, such as requests for proposals or invitations 
for bids, or independent cost estimates, when: 


(1) The non-Federal entity's procurement procedures or operation fails to comply with the procurement 
standards in this part; 


(2) The procurement is expected to exceed the Simplified Acquisition Threshold and is to be awarded without 
competition or only one bid or offer is received in response to a solicitation; 


(3) The procurement, which is expected to exceed the Simplified Acquisition Threshold, specifies a “brand 
name” product; 


(4) The proposed contract is more than the Simplified Acquisition Threshold and is to be awarded to other 
than the apparent low bidder under a sealed bid procurement; or 


(5) A proposed contract modification changes the scope of a contract or increases the contract amount by 
more than the Simplified Acquisition Threshold. 







(c) The non-Federal entity is exempt from the pre-procurement review in paragraph (b) of this section if the 
Federal awarding agency or pass-through entity determines that its procurement systems comply with the 
standards of this part. 


(1) The non-Federal entity may request that its procurement system be reviewed by the Federal awarding 
agency or pass-through entity to determine whether its system meets these standards in order for its system 
to be certified. Generally, these reviews must occur where there is continuous high-dollar funding, and third 
party contracts are awarded on a regular basis; 


(2) The non-Federal entity may self-certify its procurement system. Such self-certification must not limit the 
Federal awarding agency's right to survey the system. Under a self-certification procedure, the Federal 
awarding agency may rely on written assurances from the non-Federal entity that it is complying with these 
standards. The non-Federal entity must cite specific policies, procedures, regulations, or standards as being in 
compliance with these requirements and have its system available for review. 


OAC 260:115-5-9 - Retention of state agency acquisition records 


Retention time period. A state agency shall retain all records relative to acquisitions and contracts as follows:1 


Acquisitions independently processed by agency. Retain documents for the duration of the contract term and for a 
period of seven (7) years following completion and/or termination of the acquisition, provided all audits have been 
completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, 
and provided no legal actions are pending. If an audit, litigation, or other action involving such records is started 
before the end of the seven (7) year period, the records shall be maintained for two (2) years from the date all issues 
arising from the action are resolved or until the end of the seven (7) year retention period, whichever is later; and,  


Acquisition documents submitted to Central Purchasing Division for processing. Retain documents until one (1) year 
after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable 
federal and state agencies and provided no legal actions are pending, then destroy. If legal action is pending destroy 
two (2) years after exhaustion of all legal remedies. 


Acquisition documents processed by Central Purchasing Division. The Central Purchasing Division shall retain 
documents for the duration of the contract term and for a period of seven (7) years following completion and/or 
termination of the acquisition, provided all audits have been completed, all applicable audit reports have been 
accepted and resolved by all applicable federal and state agencies, and provided no legal actions are pending. If an 
audit, litigation, or other action involving such records is started before the end of the seven (7) year period, the 
records shall be maintained for two (2) years from the date all issues arising from the action are resolved or until the 
end of the seven (7) year retention period, whichever is later. 


Records retention location. A state agency shall retain procurement records and documents in a reasonably accessible 
location unless a written waiver is provided by the State Purchasing Director.  


Records availability. A state agency shall make acquisition records available to the State Purchasing Director for review 
and the OMES Audit staff for audit purposes.  


Records to be retained. A state agency shall retain acquisition records to include but not limited to justification for the 
acquisition, supporting documents, related information, acquisition contract, evaluations, other evidence of contractor 
performance and written reports. 


 







§200.325   Bonding requirements. 
For construction or facility improvement contracts or subcontracts exceeding the Simplified Acquisition 
Threshold, the Federal awarding agency or pass-through entity may accept the bonding policy and 
requirements of the non-Federal entity provided that the Federal awarding agency or pass-through entity has 
made a determination that the Federal interest is adequately protected. If such a determination has not been 
made, the minimum requirements must be as follows: 


(a) A bid guarantee from each bidder equivalent to five percent of the bid price. The “bid guarantee” must 
consist of a firm commitment such as a bid bond, certified check, or other negotiable instrument 
accompanying a bid as assurance that the bidder will, upon acceptance of the bid, execute such contractual 
documents as may be required within the time specified. 


(b) A performance bond on the part of the contractor for 100 percent of the contract price. A “performance 
bond” is one executed in connection with a contract to secure fulfillment of all the contractor's obligations 
under such contract. 


(c) A payment bond on the part of the contractor for 100 percent of the contract price. A “payment bond” is 
one executed in connection with a contract to assure payment as required by law of all persons supplying 
labor and material in the execution of the work provided for in the contract. 


Oklahoma Statutes Citationized 
Title 61. Public Buildings and Public Works 
   Section 1 - Contracts Exceeding Certain Amount - Bond - Irrevocable Letter of Credit - Affidavit of 
Payment 
Cite as: 61 O.S. § 1 


A. Prior to an award of a contract exceeding Fifty Thousand Dollars ($50,000.00) for construction or repair of a public or 
private building, structure, or improvement on public real property, the person that receives the award shall: 


1. Furnish a bond with good and sufficient sureties payable to the state in a sum not less than the total sum of the 
contract; or 


2. Cause an irrevocable letter of credit, containing terms the Office of Management and Enterprise Services prescribes, 
to be issued for the benefit of the state by a financial institution insured by the Federal Deposit Insurance Corporation in 
a sum not less than the total sum of the contract. 


B. The bond or irrevocable letter of credit shall ensure the proper and prompt completion of the work in accordance with 
the contract and shall ensure that the contractor shall pay all indebtedness the contractor incurs for the contractor’s 
subcontractors and all suppliers of labor, material, rental of machinery or equipment, and repair of and parts for 
equipment the contract requires the contractor to furnish. 


C. For a contract not exceeding Fifty Thousand Dollars ($50,000.00), in lieu of a bond or irrevocable letter of credit, the 
contractor shall submit an affidavit of the payment of all indebtedness incurred by the contractor, the contractor’s 
subcontractors, and all suppliers of labor, material, rented machinery or equipment, and repair of and parts for 
equipment used or consumed in the performance of the contract. The execution of the affidavit with knowledge that any 
of the contents of the affidavit are false, upon conviction, shall constitute perjury, punishable as provided for by law. 


 


§200.326   Contract provisions. 







The non-Federal entity's contracts must contain the applicable provisions described in Appendix II to Part 
200—Contract Provisions for non-Federal Entity Contracts Under Federal Awards. 


Appendix II to Part 200—Contract Provisions for Non-Federal Entity Contracts Under Federal Awards 


In addition to other provisions required by the Federal agency or non-Federal entity, all contracts made by the 
non-Federal entity under the Federal award must contain provisions covering the following, as applicable. 


(A) Contracts for more than the simplified acquisition threshold currently set at $150,000, which is the inflation 
adjusted amount determined by the Civilian Agency Acquisition Council and the Defense Acquisition 
Regulations Council (Councils) as authorized by 41 U.S.C. 1908, must address administrative, contractual, or 
legal remedies in instances where contractors violate or breach contract terms, and provide for such sanctions 
and penalties as appropriate. 


(B) All contracts in excess of $10,000 must address termination for cause and for convenience by the non-
Federal entity including the manner by which it will be effected and the basis for settlement. 


OAC 260:115-9-9 - Contract termination 
 
Reasons for contract termination. The State Purchasing Director may terminate a contract in its entirety or any portion 
thereof, between a supplier and a state agency if:  
a supplier fails to post, or allows to expire, a bid bond, performance bond, or other type of surety bond the solicitation 
specifies;  
a supplier fails to deliver an acquisition pursuant to the contract;  
a supplier fails timely to replace at the supplier’s expense, acquisitions that fail to meet the requirements of the 
contract or have latent defects;  
a supplier misrepresents the supplier’s ability to provide an acquisition;  
a supplier’s financial or other condition, including but not limited to, bankruptcy or other evidence of insolvency which 
may affect the supplier’s ability to perform;  
a supplier commits an unlawful act or an act that impairs the supplier’s ability to perform;  
a supplier commits an act that could result in the supplier’s suspension or debarment from the Supplier List; 
the State Purchasing Director determines that an administrative error occurred prior to contract performance; or,  
if sufficient appropriations are not made by the Legislature or other appropriate governing entity to pay amounts due 
for multiple year agreements.  
Supplier responsible for damages. If the State Purchasing Director terminates a contract between a supplier and a 
state agency, the Attorney General of the State of Oklahoma, the State Purchasing Director, or the requisitioning 
agency, may seek damages from the supplier. Damages may include additional cost to obtain the acquisition from 
another supplier, the cost of re-bidding the acquisition and the cost of acquisition receipt delay. 
 


 


(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that 
meet the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal 
opportunity clause provided under 41 CFR 60-1.4(b), in accordance with Executive Order 11246, “Equal 
Employment Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-1965 Comp., p. 339), as amended by 
Executive Order 11375, “Amending Executive Order 11246 Relating to Equal Employment Opportunity,” and 
implementing regulations at 41 CFR part 60, “Office of Federal Contract Compliance Programs, Equal 
Employment Opportunity, Department of Labor.” 


(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all 
prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for 
compliance with the Davis-Bacon Act (40 U.S.C. 3141-3144, and 3146-3148) as supplemented by Department 
of Labor regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts Covering Federally 







Financed and Assisted Construction”). In accordance with the statute, contractors must be required to pay 
wages to laborers and mechanics at a rate not less than the prevailing wages specified in a wage 
determination made by the Secretary of Labor. In addition, contractors must be required to pay wages not less 
than once a week. The non-Federal entity must place a copy of the current prevailing wage determination 
issued by the Department of Labor in each solicitation. The decision to award a contract or subcontract must 
be conditioned upon the acceptance of the wage determination. The non-Federal entity must report all 
suspected or reported violations to the Federal awarding agency. The contracts must also include a provision 
for compliance with the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), as supplemented by Department of 
Labor regulations (29 CFR Part 3, “Contractors and Subcontractors on Public Building or Public Work Financed 
in Whole or in Part by Loans or Grants from the United States”). The Act provides that each contractor or 
subrecipient must be prohibited from inducing, by any means, any person employed in the construction, 
completion, or repair of public work, to give up any part of the compensation to which he or she is otherwise 
entitled. The non-Federal entity must report all suspected or reported violations to the Federal awarding 
agency. 


Oklahoma Statutes Citationized 
 Title 40. Labor 
  Chapter 5 - Protection of Labor 
  Oklahoma Minimum Wage Act 
  Section 197.2 - Minimum Wages Established 
 
It shall be unlawful to employ workers in any industry or occupation within the State of Oklahoma under conditions of 
labor detrimental to their health or morals and it shall be unlawful to employ workers in any industry within the State of 
Oklahoma at wages which are not adequate for their maintenance. Except as otherwise provided in the Oklahoma 
Minimum Wage Act, no employer within the State of Oklahoma shall pay any employee a wage of less than the current 
federal minimum wage for all hours worked. 
 


 


(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts 
awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or 
laborers must include a provision for compliance with 40 U.S.C. 3702 and 3704, as supplemented by 
Department of Labor regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the Act, each contractor must be 
required to compute the wages of every mechanic and laborer on the basis of a standard work week of 40 
hours. Work in excess of the standard work week is permissible provided that the worker is compensated at a 
rate of not less than one and a half times the basic rate of pay for all hours worked in excess of 40 hours in the 
work week. The requirements of 40 U.S.C. 3704 are applicable to construction work and provide that no 
laborer or mechanic must be required to work in surroundings or under working conditions which are 
unsanitary, hazardous or dangerous. These requirements do not apply to the purchases of supplies or 
materials or articles ordinarily available on the open market, or contracts for transportation or transmission of 
intelligence. 


(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of 
“funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract 
with a small business firm or nonprofit organization regarding the substitution of parties, assignment or 
performance of experimental, developmental, or research work under that “funding agreement,” the recipient 
or subrecipient must comply with the requirements of 37 CFR Part 401, “Rights to Inventions Made by 
Nonprofit Organizations and Small Business Firms Under Government Grants, Contracts and Cooperative 
Agreements,” and any implementing regulations issued by the awarding agency. 


(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as 
amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires 
the non-Federal award to agree to comply with all applicable standards, orders or regulations issued pursuant 
to the Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act as amended (33 U.S.C. 







1251-1387). Violations must be reported to the Federal awarding agency and the Regional Office of the 
Environmental Protection Agency (EPA). 


(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) 
must not be made to parties listed on the governmentwide exclusions in the System for Award Management 
(SAM), in accordance with the OMB guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR 
part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 235), “Debarment and Suspension.” SAM 
Exclusions contains the names of parties debarred, suspended, or otherwise excluded by agencies, as well as 
parties declared ineligible under statutory or regulatory authority other than Executive Order 12549. 


(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding 
$100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not 
used Federal appropriated funds to pay any person or organization for influencing or attempting to influence 
an officer or employee of any agency, a member of Congress, officer or employee of Congress, or an 
employee of a member of Congress in connection with obtaining any Federal contract, grant or any other 
award covered by 31 U.S.C. 1352. Each tier must also disclose any lobbying with non-Federal funds that takes 
place in connection with obtaining any Federal award. Such disclosures are forwarded from tier to tier up to 
the non-Federal award. 


(J) See §200.322 Procurement of recovered materials. 


74 O.S. § 85.14. Federal Law to Govern 


Notwithstanding any provision of this act to the contrary, in all cases where federal granted funds are involved, the 
federal laws, rules and regulations thereto shall govern to the extent necessary to insure the benefit of such funds to the 
State of Oklahoma. 


 


[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75888, Dec. 19, 2014] 


 





		OMB Uniform Guidance Procurement Standards

		§200.317   Procurements by states.

		§200.318   General procurement standards.

		74 O.S. § 85.5. Powers and Duties of State Purchasing Director

		OAC 260:115-5-9. Retention of state agency acquisition records



		§200.319   Competition.

		§200.320   Methods of procurement to be followed.

		§200.321   Contracting with small and minority businesses, women's business enterprises, and labor surplus area firms.

		§200.322   Procurement of recovered materials.

		§200.323   Contract cost and price.

		§200.324   Federal awarding agency or pass-through entity review.

		§200.325   Bonding requirements.

		§200.326   Contract provisions.
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Stacie Willis


From: Josh McGoldrick
Sent: Friday, May 22, 2020 12:15 PM
To: Stacie Willis
Subject: RE: Internal Auditor and Procurement Certification


Hi Stacie, 
 
I think our policies are legally sufficient. 
 
Thanks! 
 
Josh McGoldrick 
Chief of Staff/General Counsel 
Oklahoma Department of Commerce 
Office: 405‐815‐5153 
Cell: 405‐249‐1248 
 
OK, LET’S COUNT! Census 2020 
The 2020 U.S. Census is right around the corner! It is important that all Oklahomans are counted. Want to do your part to spread the 
word? Sign up for the OK, LET’S COUNT community partner email! 
Learn more about the 2020 Census at OKletscount.org. 
When Everyone Counts, Everyone Wins! 


 


From: Stacie Willis <Stacie.Willis@okcommerce.gov>  
Sent: Friday, May 22, 2020 9:10 AM 
To: Josh McGoldrick <Josh.McGoldrick@okcommerce.gov> 
Subject: FW: Internal Auditor and Procurement Certification 
 
Josh, 
 
As part of the CDBG Disaster Recovery funds for flood damage, HUD is requiring that we obtain a legal opinion from you 
that the State has “proficient procurement policies both in respect to those imposed on the subrecipient and those 
followed by the State.”  Under the Uniform Grants Guidance, States are allowed to use their own purchasing 
procedures/statutes in place of the federal policies.  OMES requires agencies to submit their internal purchasing policies 
to the State Purchasing Director for approval (see attached PDF).  HUD is also requiring a crosswalk to show that the 
State’s statutes are in compliance with federal policies (also attached). 
 
I’ve also attached Community Development’s polices that they impose on their subrecipients.  Can you please provide a 
legal opinion on the policies? 
 
Thank you! 
 


Stacie Willis 
Chief Financial Officer 
Oklahoma Department of Commerce 
Stacie.Willis@OKcommerce.gov 
405-815-5302 | OKcommerce.gov 
 
OK, LET’S COUNT! Census 2020 
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The 2020 U.S. Census is right around the corner! It is important that all Oklahomans are counted. Want to do your part to spread the 
word? Sign up for the OK, LET’S COUNT community partner email! 
Learn more about the 2020 Census at OKletscount.org. 
When Everyone Counts, Everyone Wins! 


 


From: Robin Slawson <Robin.Slawson@okcommerce.gov>  
Sent: Tuesday, April 28, 2020 12:15 PM 
To: Stacie Willis <Stacie.Willis@okcommerce.gov>; Allison Bixler <allison.bixler@okcommerce.gov>; Marshall Vogts 
<Marshall.Vogts@okcommerce.gov>; Rhonda Harding‐Hill <Rhonda.Harding‐Hill@okcommerce.gov>; Alicia Hibbets 
<Alicia.Hibbets@okcommerce.gov>; Steven Hoover <Steven.Hoover@okcommerce.gov>; Kellon Dixon 
<Kellon.Dixon@okcommerce.gov> 
Cc: Linda Goode <Linda.Goode@okcommerce.gov> 
Subject: FW: Internal Auditor and Procurement Certification 
 


FYI…Forwarding an email from Celeste for comments to Stacie’s email of 
3/6/20 (not Alicia’s).   
For the procurement section, I’ve written in our CDBG-DR PnP/Sub recipient 
grant management guide, that No. 3. (below), the State follows its own 
procurement policies and also adopts 200.317 and impose 200.318 thru 
200.326 to the sub-recipients (see attached).  It is strongly suggested by 
Celeste that we also have a legal opinion in regards to procurement 
policies.  Celeste also provides a recommendation in her review of the draft 
letter in regards to the internal auditor oversight and roles.  See below. 
 
From: Washington, Celeste <Celeste.Washington@hud.gov>  
Sent: Tuesday, April 28, 2020 9:51 AM 
To: Robin Slawson <Robin.Slawson@okcommerce.gov>; Alicia Hibbets <Alicia.Hibbets@okcommerce.gov> 
Cc: Foulds, Phyllis J <Phyllis.J.Foulds@hud.gov> 
Subject: [External] Internal Auditor and Procurement Certification 
 
Hi Alicia, 
 
Robin inquired  on your email in regards to the certification process. Please see my responses. Phyllis may provide 
additional comments as well. 
 
For procurement the State must indicate whether it has decided to: 


1. Adopt 2 CFR 200.318 through 200.326; or 
2. Follow the Grantee’ own procurement policies and procedures and establish requirements for procurement policies


and procedures for local governments and subrecipients based on full and open competition pursuant to 24 CFR
570.489(g), provided that the procurement requirements include evaluation of the cost or price of the product or
service; or  


3. Adopt 2 CFR 200.317, meaning that the Grantee follows the Grantee’s own procurement policies and procedures
and evaluate the cost or price of the product or service, but impose 2 CFR 200.318 through 200.326 on its
subgrantees and subrecipients.  


 
You have indicated that ODOC will follow its own policies and procedures (OK Central Purchasing Act) so will you be 
utilizing option 2 or 3 for the subrecipient related requirements? 
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The agency’s general counsel should provide the legal opinion that the State has proficient procurement policies and 
procedures both in respect to those imposed on the subrecipient and those followed by the State. Therefore, I would 
strongly suggest the State Purchasing Director’s review and approval be provided to the general counsel as well.  
 
I also looked at the letter from Arledge regarding the internal auditor and found that it lacked sufficient detail to 
conclude that the internal auditor provides both programmatic and financial oversight of Grantee activities and to 
adequately describe his or her role in detecting fraud, waste, and abuse.  My recommendation would be to include 
information on: 
 


 The auditing standards that will be applied. 


 Information/examples on the scope of the auditor’s activities (e.g.  evaluating whether or not the actions of 
personnel, contractors, vendors, grantees, and sub‐grantees are in compliance with policies, procedures, and 
applicable laws, regulations, and governance standards. 


 Reporting and monitoring functions. 
 


 
Below are your original questions: 


 
 


1. The Oklahoma Department of Commerce (ODOC) follows the Oklahoma Central Purchasing Act for all 
procurement.  We are required by the State Purchasing Director to develop internal policies and procedures that 
comply with the Central Purchasing Act.  These polices and procedures are submitted to the State Purchasing 
Director for review and approval.  Would that approval satisfy the requirement on C.4 for a “legal opinion” that 
ODOC has proficient procurement policies and procedures?  If not, would our agency’s general counsel be able 
to provide this opinion or would we be required to find other outside legal counsel? 


 
2. I’ve attached a draft letter from our internal auditor to satisfy the requirement on G.3.  Is this letter sufficient or 


does the firm need to add additional information? 
 


 


 
 
Thank you, 
Celeste 
 
Celeste L. Washington, MS, CEM 
CPD Specialist 
Disaster Recovery and Special Issues Division 
Office of Block Grant Assistance  
U.S. Department of Housing and Urban Development 
celeste.washington@hud.gov 
Phone: (202) 402‐5441 
Cell: (202) 322‐0817 
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FEDERAL REGULATIONS
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• CDBG (24 CFR part 570)
• A-133 – Audit of States, Local Governments & Non-profit organizations
 Increased audit threshold from $500,000 to $750,000 for single audit 


requirement


• 2 CFR Part 200 – Uniform Administrative Requirements effective date 12/26/2014 
(non-compliance with HUD programs began January 7, 2016) 


See Handout – Notice SD-2015-01 dated 2-26-15; Transition to 2 CFR Part 200 for details of below:
1) Subpart A – Acronyms and Definitions
2) Subpart B – General Provisions (Highlights
3) Subpart C – Pre-Federal Award Requirements and Contents of Federal Awards
4) Subpart D – Post-Federal Award Requirements
5) Subpart E – Cost Principles
6) Subpart F – Audit Requirements
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PROCUREMENT BASICS 
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PROCUREMENT BASICS – Procurement Regulations for CDBG
24 CFR 570.489(d)Administrative and(g)Procurement for States, 
plus Fed. Reg. Notice Requirements
State grantees must make decisions about the rules that apply to themselves and 


to the sub-grants they provide to local governments and sub-recipients


2 CFR 200.318-326 for sub-recipients 
Also required to follow State & local procurement laws
Practice Tip:  As a good rule of thumb, where local and state rules address the 


same matter/requirements as 2 CFR part 200, follow the most restrictive 
standard unless it conflicts with the Federal Requirement (if there is a conflict, 
follow Part 200 rule or contact ODOC for guidance)
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PROCUREMENT BY STATES
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Procurement by States 
24 CFR 570.489(d): Fiscal controls and accounting procedures.


A State shall have fiscal and administrative requirements for expending and accounting for CDBG funds 
that:
• Are specific enough to ensure compliance
• Ensure that CDBG funds are spend for reasonable and necessary costs;
• Ensure that CDBG funds are not used for general expenses


A State may satisfy this requirement by:
• Using requirements applicable to the use of its own funds;
• Adopting new requirements; or
• Applying the provisions in 2 CFR part 200 (in which case, the provisions of part 200 apply to the State 


and its sub-recipients)
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PROCUREMENT BY STATES
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PROCUREMENT BY STATES
24 CFR 570.489(g): Procurement


• When procuring property or services to be paid for in whole or in part 
with CDBG funds, the State shall follow its procurement policies and 
procedures


• Methods of procurement (e.g., small purchase, sealed bids/formal 
advertising, competitive proposals, and noncompetitive proposals) and 
their applicability shall be specified by the State.
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PROCUREMENT BY STATES
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Procurement by States 
24 CFR 570.489(g): Procurement


• No cost plus a percentage of cost contracts or percentage of 
construction costs contracts


• Must include standards of conduct governing employees engaged in 
contract award or administration.


• Must include any clauses required by Federal statutes, Executive Orders, 
and implementing regulations.







7


PROCUREMENT BY STATES
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Procurement by States – How can a State Agency comply?
• The States policies and procedures must set out the procurement rules 


based on full and open competition that apply to its CDBG program.  
It can:
1. Follow the procurement rules the State uses when it procures 


contracts with its own funds; OR
2. Adopt 2 CFR 200, in which case it will follow 2 CFR 200.317 – follow 


the rules it follows when it procures with its own funds and rules for 
procurement of recovered materials in §200.322; OR


3. Adopt new requirements for its CDBG program, such as the rules in 2 
CFR 200.318-200.326 that apply to local governments.
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PROCUREMENT BY STATE SUB-GRANTEES/SUB-RECIPIENTS
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• 24 CFR 570.489(g):  The State shall establish requirements for 
procurement policies and procedures for units of general local 
government, based on full and open competition.


How can a State comply?
1. Direct sub-recipients to follow 2 CFR 200.318-326; OR
2. Establish other requirements that comply with 570.489(g) (e.g., rules 


that specify methods of procurement, are based on full and open 
competition, prohibit cost plus contracts, include standards or conduct 
and mandate use of Federal contract clauses).
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PROCUREMENT BY LOCAL GOVERNMENTS GRANTEE AND THEIR SUB-RECIPIENTS
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Local Government grantees and their sub-recipients must:
Follow procurement requirements at 2 CFR 200.318-326;
Local Government grantees may also be required to follow State laws or 


local procurement rules that apply on their own terms.


Practice Tip:  As a good rule of thumb, where local and state rules address 
the same matters/requirements as 2 CFR part 200, follow the most 
restrictive standard unless it conflicts with the Federal Requirement (if 
there is a conflict, follow the part 200 rule or contact Dept. of Commerce 
CDBG Project Manager for guidance)
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• POP QUIZ
• In the Town of Pumpkin Spice, state law and the local procurement rules 


both allow the Town to use “geographic preference” when procuring a 
contractor for grant administration services.


• 2 CFR 200.319(b), prohibits the use of statutorily or administratively 
imposed state or local geographical preferences when evaluating or 
scoring bids.


Can a local government establish a local preference in its solicitation or 
grant administration services and partially fund it with CDBG funds?
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• POP QUIZ – ANSWER
This practice is non-competitive.  Even if State or local law mandates a 
preference for local firms, CDBG funds cannot be used for a contract with 
a local geographical preference in conflict with 2 CFR 200.319(b).


See also 200.318(a): local governments’ procurement procedures must 
reflect applicable State/Local law, provided that the procurements 
conform to applicable Federal law and the standards identified in Part 
200. 
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PROCUREMENT STANDARDS
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• Procurement Standards: 200.318 to 200.326
General and specific procurement standards are broken into the following categories:


• 2 CFR 200.318:  General Procurement Standards


• 2 CFR 200.319:  Competition


• 2 CFR 200.320:  Methods of Procurement


• 2 CFR 200.321:  Socio-Economic Contracting


• 2 CFR 200.322:  Procurement of Recovered Materials


• 2 CFR 200.323:  Contract Cost and Price


• 2 CFR 200.324:  Review of Procurements


• 2 CFR 200.325:  Bonding Requirements


• 2 CFR 200.326:  Contract Provisions
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PROCUREMENT STANDARDS
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General Procurement Standards (highlights)
The Non-Federal entity must:
Maintain oversight to ensure that contractors perform in accordance 


with the terms, conditions, and specifications of their contracts or 
purchase orders (2 CFR 200.318(b))
Maintain written standards of conduct covering conflicts of interest for 


employees and related organizations (2 CFR 200.318(c))
Be responsible, in accordance with good administrative practice and 


sound business judgement for the settlement of all contractual issues (2 
cfr 200.318(k))
Avoid acquisition of unnessary or duplicative items (2 CFR 200.318(d))
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PROCUREMENT STANDARDS
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• General Procurement Standards (highlights)
• A non-Federal entity must award contracts only to responsible 


contractors possessing the ability to perform successfully under the 
terms and conditions of a proposed procurement taking into 
consideration such matters as:


• Integrity
• Public Policy Compliance
• Record of Past Performance
• Financial and Technical Resources 
(2 CFR 200.318(h))
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PROCUREMENT STANDARDS
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General Procurement Standards (highlights)..


The Non-Federal entity must maintain records sufficient to detail the 
history of procurement.  These records will include, but are not 
necessarily limited to the following:
• Rationale for the method of procurement
• Selection of contract type
• Contractor selection or rejection
• The basis for the contract price (2 CFR 200.318(i))
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PROCUREMENT STANDARDS
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General Procurement Standards (highlights)..
The Non-Federal entity may use a time and materials type contract only 
after a determination that no other contract is suitable and if the contract 
includes a ceiling price that the contractor exceeds at its own risk.  Time 
and materials type contracts means a contract whose cost to a non-
Federal entity is the sum of :
• The actual cost of materials; and
• Direct labor hours charged at fixed hourly rates that reflect wages, 


general and administrative expenses, and profit (2 CFR 200.3185(j))
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PROCUREMENT STANDARDS
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COMPETITION (highlights)
• The non-Federal entity must conduct procurement transactions in a manner 


providing “full and open competition” – see 2 CFR 200.319
• Contractors that develop or draft specifications, requirements, statements of 


work, or invitations for bids or requests for proposals must be excluded from 
bidding (2 CFR 200.319(a))


Practice Tip:  Scoping and scaling procurements appropriately, e.g., If it is 
important to have the design firm oversee construction, include both services in 
the procurement.  BUT, consider breaking out procurements to obtain a more 
economical price (200.318(d)), and take necessary affirmative steps to assure 
that minority businesses, women’s business enterprises, and labor surplus area 
firms are used when possible (200.321(a) and (b))
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PROCUREMENT STANDARDS
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COMPETITION (highlights)
• A non-Federal entity must conduct procurements in a manner that 


prohibits the use of statutorily or administratively imposed state, local, 
or tribal geographical preferences in the evaluation of bids or proposals, 
except where Federal Law expressly mandates or encourages 
geographical mandates.


• Prohibition does not apply to:
State Licensing Requirements
Architectural and Engineering (A/E) services, provided there is an appropriate 


number of qualified firms  that can still compete for the contract (2 CFR 
200.319(b))
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METHODS OF PROCUREMENT
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• Micro purchase
• Small purchase
• Sealed Bidding
• Competitive Proposals
• Non-Competitive Proposals
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METHODS OF PROCUREMENT
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COST AND PRICE (highlights)
• A non-Federal entity must perform a price or cost analysis in connection 


with every procurement action above the simplified acquisition 
threshold ($250,000), including contract modifications 


• The method and degree of analysis is dependent on the facts and 
circumstances surrounding the particular procurement


• The non-Federal entity must make independent estimates before 
receiving bids or proposals


• A non-Federal entity shall negotiate profit as a separate element of the 
price for each contract in which there is no price competition and in all 
cases where cost analysis is performed (2 CFR 200.323)
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METHODS OF PROCUREMENT
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COST AND PRICE (highlights)


• A non-Federal entity must not use a cost-plus-percentage-of-
cost or cost-plus-percentage-of-construction-cost method of 
contracting (2 CFR 200.323(d)).
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METHODS OF PROCUREMENT
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ADDITIONAL REQUIREMENTS


• Debarment (2 CFR 200.213, https://beta.sam.gov/ )
• Required Contract Provisions (2 CFR 200.326)


• Appendix II to Part 200 – Contract Provisions for non-Federal Entity Contracts 
Under Federal Awards.


• Contracting with small and minority businesses, women’s business 
enterprises (2 CFR 200.321)


• Section 3



https://beta.sam.gov/
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METHODS OF PROCUREMENT
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PRACTICE TIPS and COMMON PITFALLS
• Debarment Check
• Cost or Price Analysis
• 2 CFR §200.330 Sub-recipient and contractor determinations (applies to 


States and local governments subject to part 200).
• Recordkeeping
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METHODS OF PROCUREMENT
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METHODS OF PROCUREMENT
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METHODS OF PROCUREMENT
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CONSTRUCTION CONTRACTS 
$$$$$$


• Small Purchases
• services, supplies or other items costing $5,000.00 or less


• $5,000.00 and $50,000 the grant recipient must request and 
receive in writing at least 3 bids or quotes


• Construction contract exceeding $50,000.00 requires 


sealed bid process. 
• No split bidding


• Davis-Bacon Wage Rate Determinations
• Construction Contractors are required to pay their 


laborers at the "prevailing wage rate" for any project 
involving CDBG funds, if the project costs more than 
$2,000.00


• Certified wage rates are valid for 180 days
• 10 days prior to bid opening to determine if wage decisions 


included in the bid document are still current


Add a Footer 27







Competitive Bidding


• bid document are to provide 


prospective bidders with sufficient 


information to know what the exact 


scope of work, as well as 


performance requirements, will be. 


• Topographic maps


• Plans and specifications


• Required wage rates


Competitive Bidding


• a. Title VI of the Civil Rights Act of 1964; 


• b. Section 3, Housing and Urban 


Development Act of 1968, as amended; 


• c. Section 504 of the Rehabilitation Act of 


1973, as amended; 


• d. Age Discrimination Act of 1975; 


• e. Section 109, Housing and Community 


Development Act of 1974, as amended; 


• f. Section 402, Veterans of Viet Nam Era (if 


$10,000.00 or over); 


• g. Bonding and Insurance Requirements
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• Bid Notice


• nature of the proposed project in 


sufficient detail that all bidders will know 


exactly what their obligations will be


• Basic info


• name and location (address) of 


the officer. Date, time and place 


of bid open.


• Pre-Bid Conferences


• primary purpose of such a meeting is to 


explain to prospective bidders the 


requirements of the project and answer 


any questions of the bidders


• must be notified at least 10 days 


prior to holding such a meeting.


Advertising 


• (a) Provision of a notice to all known prospective 


bidders via first class mail at least 20 days prior 


to the scheduled bid opening


• (b) Request for Bids must be published in two (2) 


consecutive weekly issues of a general 


circulation newspaper.  The first publication must 


be at least 20 days prior to the date set for 


opening bids


SOLICITING BIDS
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Process for selecting a 
construction contractor


A. Bid Opening: 


A. The bids must be opened publicly at the 


time and place stated in the bid 


advertisement.


B. Read aloud and the apparent low 


bidder determined.


C. Single Bids – require approval from 


ODOC


Process for selecting a 
construction contractor


A. Evaluation of Responsiveness


A. Check each proposal to determine that 


all requirements of the invitation have 


been met.


B. Any proposal that fails to pass this 


threshold test is automatically rejected 


regardless of price. 


C. Contractor has 30 days from the bid 


opening date to award a contract or 


reject all bids.


D. The Contractor is allowed to extend this 


period for an additional 90 days, which 


requires ODOC approval.
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PROCUREMENT OF PROFESSIONAL 
SERVICES


P u b l i c  A d v e r t i s i n g  R e q u i r e m e n t s  


V s .  D i r e c t  S o l i c i t a t i o n


• 1. Administrative Grant Administrators/Consultants, inspectors other than engineers


• Request for Proposal shall be used for the procurement of grant administrators and other 
professional service providers 


• The Grant Recipient may choose to directly solicit from known individuals or firms in place of
public advertisement. A minimum of 3 professional service providers must be contacted to 
obtain proposals.


• If the Grant Recipient chooses to directly solicit these services, they must maintain 
documentation of the names and dates of the firms or individuals that were contacted.


• 2. Engineers, Architects, Landscape architects, and Attorneys, etc.


• Requests for Qualifications 


• Public Advertising Requirements vs. Direct Solicitation:


• A minimum of 3 professional service providers must be contacted to obtain a statement of qualifications
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Questions and 
Suggestions
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		Procurement

		Federal regulations

		Procurement basics �

		Procurement by states

		PROCUREMENT by states

		Procurement by states

		Procurement by states

		Procurement by state sub-grantees/sub-recipients

		Procurement by local governments grantee and their sub-recipients

		Slide Number 10

		Slide Number 11

		Procurement standards

		Procurement standards

		Procurement standards

		Procurement Standards

		Procurement standards

		Procurement Standards

		Procurement standards

		Methods of procurement

		Methods of procurement

		Methods of procurement

		Methods of procurement

		Methods of procurement

		Methods of procurement

		Methods of procurement

		Methods of procurement

		construction contracts �$$$$$$

		Title

		Soliciting Bids

		Slide Number 30

		PROCUREMENT OF PROFESSIONAL SERVICES

		Title




Readme

				2019 CDBG-DR Subgrantee Quarterly Performance Report (QPR) 

				Version 2

				Effective: 02-22-2023

																																Revisions for next update (Version 3)

																																[1] Remove "Contract Period" on details bc it is confusing. 

																																okgrants form currently unavailable as of 3/21/2023

																																change "project" start and end to “contract” start and end dates

																																add example for project number, grant name













Attention subgrantees

This Excel document must be uploaded to OKGrants by the 4th of January, April, July, and October of each year.

Please be sure that the Excel Document itself is submitted (.xlsx) and not any other file format. Required information is noted by GOLD cells. 

Advance and Reimbursement Requests will not be processed without the previous quarter's Quarterly Performance Report. 

Questions? Comments? Send an e-mail to:

Jade Shain 
jade.shain@okcommerce.gov

Rebecca LaVictoire
rebecca.lavictoire@okcommerce.gov







Details

				2019 CDBG-DR Subgrantee Quarterly Performance Report (QPR) 



				BASIC DETAILS		Reporting Metric		Subgrantee Response				ODOC Notes

						Subgrantee Name

						Name of person who completed this QPR

						Date this QPR was submitted to ODOC

						Reporting period (Quarter, YR-MM-DD to YR-MM-DD)

						CDBG-DR Contract Number

						CDBG-DR OKGrants Project Number

						CDBG-DR Contract Period

						Project Title

						Project start date

						Project end date

						Project HUD National Objective



				FINANCIAL		Total Budget from All Sources (include match)

						Total CDBG-DR Budget

						Total Funds Drawndown

						Total Expended

						Total Expended in Most Impacted and Distressed Areas

						Overall Low-to-Moderate Income Household Benefit Percentage



				BENEFICIARIES		Number of formal complaints received

						Number of requests for ADA Accomodations

						Number of requests for written translation

						Number of requests for oral intepretation

						Number of beneficiary applications approved 

						Number of beneficiary applications denied 

						Total number of applications received 







Instructions

1. This section is required to be completed by all CDBG-DR subgrantees.

2. Reporting metrics are for this QPR reporting period. Do not provide cumulative values.



Narrative

				Project Completion %				Provide estimate







Instructions: Respond to all prompts below.

1. Describe activities that have started, are in progress, and completed.


2. Describe if the program is on track to meet contract expenditure and milestone deadlines as described in the 2019 CDBG-DR Policies and Procedures Manual. 


3. Describe if there are any delays in the program.


4. Do you need Technical Assistance? Please describe. 





Contract Reporting

				Contract Reporting



				Contractor Name		UEI Number		Procured By		Contract Execution Date		Contract End Date		Total Contract Amount		Aount of CDBG-DR Funds		Brief Description of Contracts

				Example: Ernst and Young 		XXXXXXXXX		State of Oklahoma		7/30/2021		7/29/2022		$176,375		$176,375		Analysis of DOB for Subrecipients and beneficiaries.



































Instructions

1. This section is required to be completed by all CDBG-DR subgrantees.

2. Subrecipients are to use this template to summarize all procured contracts. If there are no procured contracts, write "N/A."





Homeowners

				Homeowner Demographics



				Race		Low-Income (<50% AMI)		Moderate-Income (<80% AMI)		Non-LMI		Female Head of Household

				American Indian/Alaskan Native

				American Indian/Alaskan Native and Black/African American

				American Indian/Alaskan Native and White

				Asian

				Asian and White

				Black/African America

				Black/African American and White

				Native Hawaiian/Other Pacific Islander

				Other multi-racial

				Unknown

				White

				Applicant declined to disclose

				Ethnicity

				Hispanic

				Non-Hispanic



Instructions

1. This section is required for the "Single-family Rehabilitation Program" and the "Voluntary Buyout Program".

2. Reporting metrics are for this QPR reporting period. Do not provide cumulative values.

3. The data provided here is to be at the household level. Report on completed households only, not households in progress. 





Renters

				Renter Demographics



				Race		Low-Income (<50% AMI)		Moderate-Income (<80% AMI)		Non-LMI		Female Head of Household

				American Indian/Alaskan Native

				American Indian/Alaskan Native and Black/African American

				American Indian/Alaskan Native and White

				Asian

				Asian and White

				Black/African America

				Black/African American and White

				Native Hawaiian/Other Pacific Islander

				Other multi-racial

				Unknown

				White

				Applicant declined to disclose

				Ethnicity

				Hispanic

				Non-Hispanic







































Instructions

1. This section is required for the "Single-family Rehabilitation Program" and the "Voluntary Buyout Program".

2. Reporting metrics are for this QPR reporting period. Do not provide cumulative values.

3. The data provided here is to be at the household level. Report on completed households only, not households in progress. 



Housing Buyouts

		Voluntary Buyout Program



				Accomplishments Performance Measures



				Actual Total Number of properties bought out (cumulative value):		0

				This reporting period number of properties bought out:		0

				Number of Houses of 100% complete		0

				Number of Houses of 50% complete		0



				Beneficiaries Performance Measures

						This reporting period!

						Uregent Need		Low Income		Moderate Income		Total

				Total Number of households		0		0		0		0

				Total Number of renter households		0		0		0		0

				Total Number of homeowner households		0		0		0		0



Instructions

1. This section is required for any Voluntary Buyout Programs.

2. Reporting metrics are for this QPR reporting period. Unless otherwise noted, do not provide cumulative values.

3. The data provided here is to be at the household level. Report on completed households only, not households in progress. 





Housing Rehab

		Housing Rehab Program



				Accomplishments Performance Measures



				Actual Total Number of properties rehabilitated (cumulative value):

				This reporting period number of properties rehabilitated:

				Number of Houses of 100% complete

				Number of Houses of 50% complete



				Beneficiaries Performance Measures

						This reporting period!

						Urgent Need		Low Income		Moderate Income		Total

				Total Number of households

				Total Number of renter households

				Total Number of homeowner households

				Performance Measure		Actual 

				#Additional Attic/Roof Insulation

				#Clothes washers replaced

				#Dishwashers replaced

				#Efficient AC added/replaced

				# ELI Households (0-30% AMI)

				#Energy Star Replacement Windows

				#High efficiency heating plants

				#Light Fixtures (indoors) replaced

				#Light fixtures (outdoors) replaced

				#Low flow showerheads

				#Low flow toilets

				# of Elevated Structures

				# of Properties

				# of Section 3 Labor Hours

				# of Substantially Rehabilitated Units

				# of Targeted Section 3 Labor Hours

				# of Total Labor Hours

				#Refrigerators replaced

				#Replaced hot water heaters

				#Replaced thermostats

				#Sites re-used

				#Units deconstructed

				#Units exceeding Energy Star

				#Units with bus/rail access

				#Units with other green

				#Units with solar panels

				Performance Measure		Actual 

				# of Housing Units

				# of Multifamily Units

				# of Singlefamily Units

				Performance Measure		Actual 		Low Income		Mod Income

				# of Households

				# Owner Households

				# Renter Households



Instructions

1. This section is required for the Single-family Housing Rehabilitation Program.

2. Reporting metrics are for this QPR reporting period. Unless otherwise noted, do not provide cumulative values.

3. The data provided here is to be at the household level. Report on completed households only, not households in progress. 
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Sheet1

		Contract #:		15981 CDBG DR 13		Grantee: 		City of Oklahoma City

		Invoice #: 		15981-014-DR



		Amount Requested		Category		IDIS Activity (ODOC Only)		Program Income Received 

		$7,972.03		Administration 		ADMINOKC		$0

		$8,913.52		Housing 		HOUSOKCSGL		$0

		$4,890.74		Infrastructure		INFOKCDRNG		$0

		$50,585.00		Professional & Non Construction		PLANOKCMDP		$0

		$13,495.00		Housing 		MITRESOKC		$0

		$6,200.00		Housing 		MITRESOKC		$0

		$2,623.20		Infrastructure 		INFOKCSTCL		$0

		$139.24		Professional & Non Construction		PLANOKCDFB		$0

		Total Request: 

		$94,818.73



		Amount for this Contract:		$2,448,500.00

		Contract Amount:		$8,721,201.00

		Drawn Down Amount:		$284,276.97

		Program Income Received		$0.00

		Explanation and/or breakdown of requested funds:

		ADMINOKC		$7,972.03

		HOUSOKCSGL		$8,913.52

		INFOKCDRNG		$4,890.74

		PLANOKCMDP		$50,585.00

		MITRESOKC		$13,495.00

		MITRESOKC		$6,200.00

		INFOKCSTCL		$2,623.20

		PLANOKCDFB		$139.24

		Total Request		$94,818.73






Sheet1

		Contractor Name: City of Oklahoma City						Contract #: 16356 CDBGDR 13						Month: July				Year: 2015



		Type of Expendtiture Report

		Monthly 				Final				Revised



		INTEREST RECONCILIATION 										CASH RECONCILIATION

		Total Interest Earned (YTD):				$0								Cash Received (YTD): 				$512,828.51

		Less Interest Expended (YTD): 				$0								Cash Expended (YTD): 				$512,828.51

		Interest Earned Cash Balance: 				$0								Unexpended Cash Balance: 				$0

		Category 				Current Expenditures				YTD Expenditures				Budget				Remaining Balance

		Housing				$13,482.82				$72,665.91				$1,726,201.00				$1,653,545.09

		Infrastructure				$116,253.47				$131,444.37				$4,770,000				$4,638,555.63

		Mitigation/Resiliency				$36,725.00				$86,630.00				$1,020,000				$933,370.00

		Public Facilities 				$0				$0.00				$0				$0

		Economic Revitalization				$0				$0.00				$0				$0

		Administration 				$11,366.51				$67,234.98				$265,000				$197,765.02

		Planning 				$50,724.24				$154,836.25				$940,000.00				$785,136.75

		Other 				$0				$0.00				$0				$0

		TOTAL CDBG COSTS				$228,552.04				$512,811.51				$8,721,201.00				$8,208,372.49

		Leverage/Match				$0				$0				$0				$0

		By submitting this report, I hereby certify that the expenditures reported are taken from the original Books of
Account and that such expenditures are valid and consistent with the terms of the contract.








Instructions

		Grantees are to use this template to summarize all procured contracts, including those procured by the grantee, recipients, or subrecipients. For the purposes of this requirement, recipients and subrecipients are defined as any entity receiving funds directly from the grantee. Definitions of each field can be found below. Grantees are to update and upload this template to their website and to DRGR using the Lead Agency's Administration activity each quarter as part of their QPR submissions by selecting the “add additional documents” link in page 1 of the edit activity screen. Please note the specific activity title and number where the template has been uploaded within the QPR's Overall Progress narrative. Please contact your CDP representative with any questions about the requirements pertaining to this template or submit a question to https://www.onecpd.info/get-assistance/my-question/ for DRGR technical assistance.



		Data Fields:

		Grantee		Enter grantee title as displayed in DRGR system.

		Grant Number		Enter grant number as displayed in DRGR system.

		Date Updated		Enter date template last updated.

		A. Contractor Name		Enter name of Contracted Party

		B. DUNS Number		Enter Data Universal Numbering System number of the Contractor. Note: Entering the DUNS into this template does not fulfill the requirement for grantees to enter DUNS into the DRGR Action Plan at the activity level. Refer to the Notice published July 11, 2014 for more information on this seperate requirement.

		C. Procured by		Enter name of entity that procured Contract - HUD grantee (state or local government), partner agency, a subrecipient of a state or local government, or a recipient of a state government.

		D. Contract Execution Date 		Enter date the Contract was executed.

		E. Contract End Date 		Enter date the Contract will expire.

		F. Total Contract Amount  		Enter total amount of executed Contract.

		G. Amount of CDBG-DR Funds 		Enter amount of CDBG-DR funds from this grant used to fund the Contract.

		H.  Brief Description of Contract 		Enter a brief, one sentence description of the purpose of the Contract.

		To insert additional ROWS, go to HOME menu, and select INSERT from the top left.



P.L. 113-2 Contract Reporting Template DRAFT
	


&A		&D




Reporting of Contractors

		Grantee:

		Grant Number:

		Date Updated:

		A. Contractor Name		B. DUNS Number		C. Procured By 		D. Contract
Execution Date		E. Contract End Date		F. Total Contract Amount 		G. Amount of CDBG-DR Funds 		H. Brief Description of Contract 

		Example: South Texas Landscaping, INC		XXX-XXX		State of Texas		6/15/2013		6/15/2014		$3,500,000		$3,000,000		Long term recovery from wildfires of 2011 - Drainage Projects

























		*See Instructions tab for additional guidance on template elements.





























P.L. 113-2 Contract Reporting Template DRAFT	


&A		&D
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SAMPLE 
CONSTRUCTION CONTRACT DOCUMENTS FOR CDBG-FUNDED PROJECTS 


 
 


1. Advertisement for Bids      ______ 
2. Information for Bidders      ______ 
3. Bid Proposal        ______ 
4. Bid Schedule        ______ 
5. Business Relationships Affidavit     ______ 
6. Non-Collusion Affidavit      ______ 
7. Payroll Affidavit       ______ 
8. Claim for Invoice Affidavit      ______ 
9. Bid Bond         ______ 
10. Notice of Award        ______ 
11. Contract         ______ 
12. General Conditions       ______ 
13. Supplemental General Condition’s     ______ 
14. Performance Bond        ______ 
15. Statutory Bond – Use of Trusts, Authorities, RWD's ______ 
16. Maintenance Bond        ______ 
17. Insurance Requirements      ______ 
18. Federal Wage Rates       ______ 
19. Federal Labor Standards (See Useful Website)  ______ 
20. Equal Opportunity Provisions     ______ 
21. State of Oklahoma Hold Harmless Clause    ______ 
22. Certification of Compliance with Air and Water Acts ______ 
22. Special Conditions Pertaining to Hazards, Safety 
 Standards and Accident Prevention    ______ 
24. Certificate of Approval of Contracts and Bonds  ______ 
25. Exhibit C (Notification of Contract Award to 
 US Department of Labor)      ______ 
26. Release of Claimants       ______ 
27. Section 3 Plan        ______ 
28. Attorney’s Certificate      ______ 
29  Contractors and Sub-contactor’s Payroll Agreement  ______ 
30. Engineers Agreement Notice 
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ADVERTISEMENT FOR BIDS 
_________________________________________________________________________ 
Owner 
 
_________________________________ ___________________________________ 
Address      Telephone 
 
Separate SEALED BIDS for the construction of  
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
will be received by _____________________________________________________ 
at the office of _________________________ until __________ a.m. /p.m., 
CST/DST, on the ______ day of _______________, ______, and then at said 
office publicly opened and read aloud. 
 
All bids must include assurances that the following provisions will be 
complied with: 
1. Federal Labor Standards Provisions, US Department of Labor, 29 CFR 5; 
2. Section 3 of the Housing and Urban Development Act of 1974, as amended; 


12 U.S.C. 1701U, which requires that, to the greatest extent feasible, 
opportunities for training and employment be given lower-income 
residents of the project area and contracts for work in substantial 
part by persons residing in the area of the project; 


3. Section 109 of the Housing and Community Development Act of 1974, 
which assures that no person shall, on the grounds of race, color, 
natural origin or sex, be excluded from participation in, be denied 
the benefits of or be subjected to discrimination; 


4. Certification of Non-Segregated Facilities, which assures the bidder 
does not maintain or provide any segregated facilities; 


5. Equal Opportunity Provisions – Executive Order 11246, as amended, 
which assures non-discrimination; 


6. Minority Business Enterprise and Women Business Enterprise provisions 
which encourage minority-owned business and women-owned businesses to 
bid on the project; 


7. Assurances that surety companies executing bonds appear on the 
Treasury Department's list and are authorized to transact business in 
the State where the project is located. 


 
The Contract documents may be examined at the following locations: 
_________________________________________________________________________ 
_________________________________________________________________________ 
 
Copies of the contract documents may be obtained at the office of _______ 
____________________, located at _______________________________________, 
upon payment of $____________ for each set.  Any bidder or non-bidder, upon 
returning the contract documents promptly and in good condition, will be 
refunded $____________. 
_________________________________ ___________________________________ 
Clerk       Date
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INFORMATION FOR BIDDERS 
 


 Bids will be received by ___________________________________________ 
 
(Herein called the "Owner") at __________________________________________ 
 
until __________ a.m. /p.m., CST/CDST, on the ______ day of _____________,  
 
________, and then at said office publicly opened and read aloud. 
 
 Each bid must be submitted in a sealed envelope addressed to _______ 
_________________________ at ___________________________________________.  
Each sealed envelope containing a bid must be plainly marked on the outside 
as a "Bid for __________________________________________________" and the 
envelope should bear on the outside the bidder's name, address and license 
number, if applicable, and the name of the project for which the bid is 
submitted.  If forwarded by mail, the sealed envelope containing the bid 
must be enclosed in another envelope addressed to the Owner at 
_______________________________________________________________. 
 
 All bids must be made on the required bid form.  All blank spaces for 
bid prices must be filled in, in ink or typewritten, and the bid form must 
be fully completed and executed when submitted.  Only one copy of the bid 
form is required. 
 
 The Owner may waive any informalities or minor defects or reject any 
and all bids.  Any bid may be withdrawn prior to the above-scheduled time 
for the opening of bids or authorized postponement thereof.  Any bid 
received after the time and date specified shall not be considered.  No 
bidder may withdraw a bid within 60 days after the actual date of the 
opening thereof.  Should there be reasons why the contract cannot be awarded 
within the specified period; the time may be extended by mutual agreement 
between the Owner and the bidders. 
 
 Bidders must satisfy themselves on the accuracy of the estimated 
quantities in the Bid Schedule by examination of the site and a review of 
the drawings and specifications, including addenda.  After bids have been 
submitted, no bidder shall assert that there was a misunderstanding 
concerning the quantities of work or of the nature of the work to be done. 
 
 Prior to bidding, the Owner shall provide bidders with all information 
that is pertinent to and delineates and describes the land owned and rights-
of-way acquired or to be acquired. 
 
 The contract documents contain the provisions required for the 
construction of the project.  Information obtained from an officer, agent 
or employee of the Owner or any other person shall not affect the risks or 
obligations assumed by the contractor or relieve the contractor from 
fulfilling any of the conditions of this contract. 
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 Each bid must be accompanied by a bid bond payable to the Owner for 
five percent of the total amount of the bid.  As soon as the bid prices 
have been compared, the Owner will return the bonds of all except the three 
lowest responsible bidders.  When the agreement is executed, the bonds of 
the two remaining unsuccessful bidders will be returned.  The bid bond of 
the successful bidder will be retained until the payment the payment bond 
and performance bond and/or statutory bond have been executed and approved, 
after which is will be returned.  A certified check may be used in lieu of 
the bid bond. 
 
 A performance bond and a payment/statutory bond, each in the amount 
of 100 percent of the contract price and each with a corporate surety 
approved by the Owner, will be required for the faithful performance of the 
contract. 
 
 Attorneys-in-fact who sign bid bonds are payment bonds and performance 
bonds must file with each bond a certified copy of their Power of Attorney 
bearing the effective date. 
 
 The party to whom the contract is awarded will be required to execute 
the agreement and obtain the performance bond and statutory bond within ten 
(10) calendar days from the date when Notice of Award is delivered to the 
bidder.  The Notice of Award shall be accompanied by the necessary agreement 
and bond forms.  In case of failure of the bidder to execute the agreement, 
the Owner may consider the bidder in default, in which case the bid bond 
accompanying the proposal shall become the property of the Owner. 
 
 The Owner, within ten (10) days of receipt of acceptable performance 
bond, statutory bond and agreement signed by the party to whom the agreement 
was awarded, shall sign the agreement and return to such party an executed 
duplicate of the agreement.  Should the Owner not execute the agreement 
within such period, the bidder may, by written notice, withdraw the signed 
agreement.  Such notice of withdrawal shall be effective upon receipt of 
the notice by the Owner. 
 
 The Notice to proceed shall be issued within ten (10) days of the 
execution of the agreement by the Owner.  Should there be reasons why the 
Notice to Proceed cannot be issued within such period; the time may be 
extended by mutual agreement between the Owner and contractor.  If the 
Notice to Proceed has not been issued within the ten-day period or within 
the period mutually agreed upon, the contractor may terminate the agreement 
without further liability on the part of either party. 
 
 The Owner may make such investigations as deemed necessary to 
determine the ability of the bidder to perform the work and the bidder 
shall furnish to the Owner all such information and data for this purpose 
as the Owner may request.  The Owner reserves the right to reject any bid 
if the evidence submitted by or investigation of such bidder fails to 
satisfy the Owner that such bidder is properly qualified to carry out the 
obligations of the agreement and to complete the work contemplated therein. 
 
 A condition or qualified bid will not be accepted. 
 
 Award will be made to the lowest responsible bidder. 







Attachment 23 


 


 
 All applicable laws, ordinances and the rules and regulations of all 
authorities having jurisdiction over construction of the project shall 
apply to the contract throughout. 
 
 Each bidder is responsible for inspecting the site and for reading 
and being thoroughly familiar with the contract documents.  The failure or 
omission of any bidder to do any of the foregoing shall in no way relieve 
any bidder from any obligation with respect to its bid. 
 
 Further, the bidder agrees to abide by the requirements under 
Executive Order No. 11246, as amended, including, specifically, the 
provisions of the Equal Opportunity Clause set forth in the Supplemental 
General Conditions. 
 
 When alternate bids are taken, they will be listed in numerical order 
with the highest priority being number one, second priority being number 
two, etc. 
 
 When alternates are used, the low bidders will be selected by the 
lowest and best bid, considering all bids, which include the selected 
alternate bids. 
 
 The alternates will be listed in consecutive priority order to remain 
within the funds available for the project. 
 
 The low bidder shall supply the names and addresses of major material 
suppliers and subcontractors when required to do so by the Owner. 
 
 Inspection trips for prospective bidders will leave from the office 


of the __________________________________________________________________ 


at _____________________________________________________________________.  


 The engineer is __________________________________________________, 


Address ________________________________________________________________.  


SPECIAL NOTE TO BIDDERS: 
 
As a part of the bid on this project, the successful bidder will be required 
to meet all requirements of the Underground Facilities Damage Prevention 
Act when engaged in work within the public right-of-way in the same manner 
as in private right-of-way. 
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BID PROPOSAL 
 


 Proposal of ________________________________________________________ 


(hereinafter called "Bidder"), organized and existing under the laws of the 


State of ______________________, doing business as __________________ 


___________________*, to ________________________________________________ 


(hereinafter called "Owner"). 


 In compliance with your Advertisement for Bids, Bidder hereby proposes 


to perform all work for the construction of ____________________ 


_________________________________________________________________________ 


_________________________________________________________________________ 


in strict accordance with the contract documents within the time set forth 


therein and at the prices stated below. 


 By submission of this bid, each Bidder certifies, and in the case of 


a joint bid each party certifies as to its own organization, that this bid 


has been arrived at independently, without consultation, communication or 


agreement as to any matter relating to this bid, with any other Bidder or 


with any competitor. 


 Bidder hereby agrees to commence work under this contract within ten 


(10) days of the date to be specified in the Notice to Proceed and to fully 


complete the project within ______ consecutive calendar days thereafter.  


Bidder further agrees to pay as liquidated damages the sum of 


$_______________ for each consecutive calendar day thereafter as provided 


in Section 15 of the General Conditions. 


 No Bidder may withdraw a bid within 60 days after the actual opening 


thereof.  Each bid must be accompanied by a bid bond payable to Owner for 


5% of the amount bid. 


 Bidder acknowledges receipt of the following addenda: ______________ 


________________________________________________________________________.   


 Bidder agrees to perform all the work described in the contract 


documents for the following unit prices or lump sum. 


NOTE:  Bids shall include sales tax and all other applicable taxes and 


fees. 


__________________________ 
*Insert "a corporation", "a partnership" or "an individual", as applicable. 
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BID SCHEDULE 
 


 
NO. 


 
ITEM 


 
UNIT 


UNIT 
PRICE 


 
AMOUNT 


TOTAL 
PRICE 
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Respectfully submitted, 
 
_______________________________  ___________________________________ 
Signature      Firm Name 
_________________________________ ___________________________________ 
Title       Address 
_________________________________ ___________________________________ 
Employer I.D.> No.    Address 
 
[(SEAL) if bid is by a corporation] ___________________________________ 
       Telephone No. 
 
ATTEST: 
 
 
_________________________________ ___________________________________ 
Secretary/Witness    Date 
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BUSINESS RELATIONSHIPS AFFIDAVIT 
 
STATE OF Oklahoma  ) 
     ) ss. 
COUNTY OF ________________ ) 
 
 _____________________________, of lawful age, being first duly sworn 
upon oath, states that (s) he is the agent authorized by the Bidder to 
submit the attached bid.  Affiant further states that the nature of any 
partnership, joint venture or other business relationship presently in 
effect or which existed within one (1) year prior to the date of this 
statement with the architect, engineer or other party to the project is as 
follows: 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________  
 
 Affiant further states that any such business relationship presently 
in effect or which existed within one (1) year prior to the date of this 
statement between any officer or director of the bidding company and any 
officer or director of the architectural or engineering firm or other party 
to the project is as follows: 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________  
 
 Affiant further states that the names of all persons having any such 
business relationships and the positions they hold with their respective 
companies or firms are as follows: 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________  
 
(if none of the business relationships hereinabove mentioned exist, Affiant 
should so state.) 
 
 
 
       ___________________________________  
       Affiant 
 
 Subscribed and sworn to before me this ______ day of ______________, 
______. 
 
 
 
       ___________________________________ 
       Notary Public 
My Commission Expires: 
 
______________________ 
NOTE:  This form is to be submitted with the bid. 
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NON-COLLUSION AFFIDAVIT 
 


STATE OF OKLAHOMA   ) 
     )  ss. 
COUNTY OF ________________ ) 
 
 
 ________________________________, of lawful age, being first duly 


sworn upon oath, states that (s)he is the agent authorized by the Bidder 


to submit the attached bid.  Affiant further states that the Bidder has not 


been a party to any collusion among bidders in restraint of freedom of 


competition by agreement to bid at a fixed price or to refrain from bidding 


or with any State official or employee as to quantity, quality or price in 


the prospective contract or any other terms of said prospective contract 


or in any discussions between bidders and any State official concerning 


exchange of money or other thing of value for special consideration in the 


letting of a contract. 


 
 
 
       ___________________________________ 
       Affiant 
 
Subscribed and sworn to before me this ______ day of ______________, ______. 
 
 
 
       ___________________________________ 
       Notary Public 
 
My Commission Expires: 
 
______________________ 
 
 
 
NOTE:  This form is to be submitted with the bid. 
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PAYROLL AFFIDAVIT 
 


STATE OF OKLAHOMA   ) 
     ) ss. 
COUNTY OF ________________ ) 
 
 
 ___________________________, of lawful age, being first duly sworn 


upon oath, states that (s) he is the agent authorized by the Bidder to 


submit the attached bid.  Affiant further states that (s) he has submitted 


the required payroll information to the Wage and Hour Division of the 


Employment Standards Administration of the United States Department of 


Labor.   


 
 
       ___________________________________ 
       Affiant 
 
 Subscribed and sworn to before me this ______ day of ______________, 
________. 
 
 
 
       ___________________________________ 
       Notary Public 
 
My Commission Expires: 
 
______________________ 
 
 
 
NOTE:  This form is to be submitted with the bid. 
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CLAIM OR INVOICE AFFIDAVIT 
 


STATE OF OKLAHOMA  ) 
     )  ss. 
COUNTY OF _________________ ) 
 
 
 The undersigned __ (engineer or supervisory official) ___, of lawful 


age, being first duly sworn upon oath, states that this ___invoice, claim 


or contract) ___ is true and correct.  Affiant further states that the ___ 


(work, services or materials) ___, as shown by this invoice or claim, have 


been ___ (completed or supplied) ___ in accordance with the plans, 


specifications, orders or requests furnished to the Affiant.  Affiant 


further states that (s)he has not paid, given or donated or agree to pay, 


give or donate, either directly or indirectly, to any elected official, 


officer or employee of the State of Oklahoma any money or any other thing 


of value to obtain payment or the award of this contract. 


 
 
 
       ___________________________________ 
       Affiant (Engineer or other Supervisory 
          Official) 
 
 Subscribed and sworn to before me this ______ day of ______________, 
________. 
 
 
 
       ___________________________________ 
       Notary Public 
 
My Commission Expires: 
 
______________________ 
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BID BOND 
 


 
 We, the undersigned, ______________________________________________, 


as Principal, and _____________________________________________, as 


Surety, are hereby held and firmly bound unto ___________________________ 


____________________, as Owner, in the penal sum of _____________________ 


___________________ for the payment of which, well and truly to be made, 


hereby jointly and severally bind ourselves, our successors and our assigns. 


 Signed this ______ day of _____________________, ________. 


 The condition of the above obligation is such that, whereas the 


Principal has submitted to __________________________________________ a 


certain bid, attached hereto and hereby made a part hereof, to enter into 


a contract, in writing, for the _________________________________________ 


_________________________________________________________________________ 


________________________________________________________________________;


 NOW, THEREFORE, if said bid shall be rejected or if said bid shall be 


accepted and the Principal shall execute and deliver a contract in the form 


of the contract attached hereto (properly completed in accordance with said 


bid) and shall furnish a bond for faithful performance of said contract and 


for the payment of all persons performing labor or furnishing materials in 


connection therewith and shall in all other respects perform the agreement 


created by the acceptance of said bid, then this obligation shall be void; 


otherwise, the same shall remain in force and effect, it being expressly 


understood and agreed that the liability of the Surety for any and all 


claims hereunder shall, in no event, exceed the penal amount of this 


obligation as herein stated.
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 The Surety, for value received, hereby stipulates and agrees that the 


obligations of said Surety and its bonds shall in no way be impaired or 


affected by any extension of the time within which the Owner may accept 


such bid and said Surety does hereby waive notice of any such extension. 


 IN WITNESS WHEREOF, the Principal and the Surety have hereunto set 


their hands and seals and such of them as are corporations have caused 


their corporate seals to be hereto affixed and these presents to be signed 


by their proper officers the day and year first set forth above. 


 
 
       ___________________________________ 
       Principal 
 
 
 
       ___________________________________ 
       Surety 
 
 
 
       By:________________________________  
 
ATTEST:  (if by corporation) 
 
 
____________________________ 
 
 
____________________________ 
Types Name & Title 
 
Corporate Seal 







Attachment 23 


 


C O N T R A C T 
 
 
 This contract, made and entered into by and between _______________ 
___________________________________________________, as Party of the First 
Part, hereinafter designated as Contractor, and ___________________ 
___________________________________________________, as Party of the 
Second Part, hereinafter designated as the Owner, to-wit: 
 
 WHEREAS, the Contractor is the lowest and best bidder for: 
 
 
 
 
 
for the total bid price, as accepted, of ________________________________ 
_____________________________ Dollars, ($___________________); 
 
 NOW, THEREFORE, the Contractor, for the consideration herein named, 
hereby agrees to do and complete the work above mentioned in accordance 
with the plans adopted and approved by the Owner and on file in the office 
of the __________________________________________, which plans and 
specifications are made a part of this contract by reference as if attached 
hereto or written in detail herein. 
 
 It is further agreed that the Contractor will commence said work 
within ______ days from the date of the Work Order and perform same 
vigorously and continuously and complete the same on or before __________ 
_________________________. 
 
 It is further agreed that payment for the aforesaid work or material 
will be made under the terms of the Contractor’s bid, as accepted, as 
provided in the specifications and that, upon final completion of this 
contract work, the Contractor will receive the full compensation payment 
according to the schedule of prices as contained in his bid, as accepted, 
and that, upon receipt by the Contractor of final claim, the same shall be 
paid in full for all claims of every kind and description the Contractor 
may have arising out of this contract. 
 
 The Notice to Bidders, the Instructions to Bidders, the Special and 
General Provisions of specifications and the Contractor’s Bid Proposal, 
each of said instruments on file in the office of the ___________________ 
________________________, are hereby referred to and, by reference thereto, 
are made a part of this contract as if fully written in detail or attached 
hereto. 
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IN WITNESS WHEREOF, the Parties of the First and Second Parts have hereunto 
set their hands and seals the ______ day of _____________, ____. 
 
 
SEAL       ___________________________________ 
       Contractor 
ATTEST: 
 
By: _______________________________ by: 
________________________________ 
 
 
__________________________________ ___________________________________ 
Typed Name & Title    Typed Name & Title 
 
 
 
SEAL       ___________________________________
       Owner 
ATTEST: 
 
By: _______________________________ By: 
________________________________ 
 
 
__________________________________ ___________________________________ 
Typed Name & Title    Typed Name & Title 
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GENERAL CONDITIONS 
 


1. Definitions     17. Subsurface Conditions 
2. Additional Instructions &   18. Suspension of Work, 
   Detail Drawings       Termination & Delay 
3. Scheduled, Reports and Records  19. Payments to Contractor 
4. Drawings and Specifications   20. Acceptance of Final 
5. Shop Drawings        Payment as Release 
6. Materials, Services & Facilities  21. Insurance 
7. Inspection & Testing    22. Contract Security 
8. Substitutions     23. Assignments 
9. Patents      24. Indemnification 
10. Surveys, Permits, Regulations  25. Separate Contracts 
11. Protection of Work, Property,  26. Subcontracting 
   Persons      27. Engineer’s Authority 
12. Supervision by Contractor   28. Land and Rights-of-Way 
13. Changes in the Work    29. Guaranty 
14. Changes in Contract Price   30. Arbitration 
15. Time Completion & Liquidated Damages 31. Taxes 
16. Correction of Work 
 
1. DEFINITIONS:  Wherever used in the contract documents, the following 


terms shall have the meanings indicated and shall be applicable to 
both the singular and plural thereof: 


 
a. Addenda:  Written or graphic instruments issued prior to the 


execution of the agreement which modify or interpret the 
contract documents, drawings and specifications by additions, 
deletions, clarifications or corrections. 


 
b. Bid:  The offer or proposal of the bidder submitted on the 


prescribed form setting forth the prices for the work to be 
performed. 


 
c. Bidder:  Any person, firm or corporation submitting a bid for 


the work. 
 


d. Bonds:  Bid, performance, payment (statutory) and maintenance 
bonds and other instruments of security furnished by the 
Contractor and the Contractor’s surety in accordance with the 
contract documents. 


 
e. Change Order:  A written order to the Contractor authorizing an 


addition, deletion or revision in the work within the general 
scope of the contract documents or authorizing an adjustment in 
the contract price or contract time. 


 
f. Contract Documents:  The contract, including Advertisement for 


Bids, Information for Bidders, Bid, Bid Bond, Agreement, Payment 
(Statutory) Bond, Performance Bond, Notice of Award, Notice to 
Proceed, Change Order, Drawings, Specifications and Addenda. 
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g. Contract Price:  The total monies payable to the Contractor 
under the terms and conditions of the contract documents. 


 
h. Contract Time:  The number of calendar days stated in the 


contract documents for the completion of the work. 
 
 i. Contractor:  The person, firm or corporation with whom the Owner 


has executed the agreement. 
 
 j. Drawings:  The parts of the contract documents which show the 


characteristics and scope of the work to be performed and which 
have been prepared or approved by the engineer. 


 
 k. Engineer:  The person, firm or corporation named as such in the 


contract documents. 
 
 l. Field Order:  A written order effecting a change in the work not 


involving an adjustment in the contract price or an extension 
of the contract time, issued by the engineer to the Contractor 
during construction. 


 
 m. Notice to Proceed:  Written communication issued by the Owner 


to the Contractor authorizing him/her to proceed with the work 
and establishing the date for commencement of the work. 


 
 n. Notice of Award:  The written notice by Owner to the apparent 


successful bidder stating that, upon compliance by the apparent 
successful bidder with the conditions enumerated therein within 
the time specified, Owner will sign and deliver the agreement. 


 
 o. Owner:  A public or quasi-public body or authority, corporation, 


association, partnership or individual for whom the work is to 
be performed. 


 
 p. Project:  The undertaking to be performed as provided in the 


contract documents. 
 
 q. Resident Project Representative:  The authorized representative 


of the Owner who is assigned to the project site or any part 
thereof. 


 
 r. Shop Drawings:  All drawings, diagrams, illustrations, bro-


chures, schedules and other data which are prepared by the 
Contractor, a subcontractor, manufacturer, supplier or dis-
tributor which illustrate how specific portions of the work 
shall be fabricated or installed. 


 
 s. Specifications:  A part of the contract documents consisting of 


written descriptions of a technical nature of materials, 
equipment, construction systems, standards and workmanship. 
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 t. Subcontractor:  An individual, firm or corporation having a 
direct contract with Contractor or with any other subcontractor 
for the performance of a part of the work at the site. 


 
 u. Substantial Completion:  That date certified by the engineer 


when the construction of the project or a specified part thereof 
is sufficiently completed, in accordance with the contract 
documents, to allow the project or specified part to be utilized 
for the purposes for which it is intended. 


 
 v. Supplemental General Conditions:  Modifications to General 


Conditions required by a Federal agency for participation in the 
project and approved by the agency in writing prior to being 
included in the contract documents or such requirements that may 
be imposed by applicable State laws. 


 
 w. Supplier:  Any person or organization who supplies materials or 


equipment for the work, including that fabricated to a special 
design, but who does not perform labor at the site. 


 
 x. Work:  All labor necessary to produce the construction required 


by the contract documents and all materials and equipment 
incorporated or to be incorporated in the project. 


 
 y. Written Notice:  Any notice in writing to any party to the 


agreement regarding any part of this agreement.  Said written 
notice shall be considered delivered and the service thereof 
completed when posted by certified or registered mail to said 
party at their last given address or delivered in person to said 
party or their authorized representative at the project site. 


 
2. ADDITIONAL INSTRUCTIONS AND DETAIL DRAWINGS: 
 
 a. The Contractor may be furnished additional instructions and 


detail drawings by the engineer as necessary to carry out the 
work required by the contract documents. 


 
 b. The additional drawings and instructions thus supplied will 


become a part of the contract documents.  The Contractor shall 
carry out the work in accordance with the additional detail 
drawings and instructions. 


 
3. SCHEDULES, REPORTS AND RECORDS: 
 
 a. The Contractor shall submit to the Owner such schedule of 


quantities and costs, progress schedules, payrolls, reports, 
estimates, records and other data, where applicable, as are 
required by the contract documents for the work to be performed. 
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 b. Prior to the first partial payment estimate, the Contractor 


shall submit construction progress schedules showing the order 
in which the Contractor proposes to carry on the work, including 
dates at which the various parts of the work will be started, 
estimated date of completion of each part and, as applicable: 


 
  (1) The dates at which special detail drawings will be 


required; and 
 
  (2) Respective dates for submission of shop drawings, the 


beginning of manufacture, the testing and the installation 
of materials, supplies and equipment. 


 
 c. The Contractor shall also submit a schedule of payments the 


Contractor anticipates will be earned during the course of the 
work. 


 
4. DRAWINGS AND SPECIFICATIONS: 
 
 a. The drawings and specifications are tools to be used by the 


Contractor to enable the Contractor to furnish all labor, 
materials, tools, equipment and transportation necessary for the 
proper performance of the work in accordance with the contract 
documents and all incidental work necessary to complete the 
project in an acceptable manner, ready for use, occupancy or 
operation by the Owner. 


 
 b. In case of conflict between the drawings and the specifications, 


the specifications shall govern.  Figure dimensions and drawings 
shall govern over scale dimensions and detail drawings shall 
govern over general drawings. 


 
 c. Any discrepancies found between the drawings and specifications 


and site conditions or any inconsistencies or ambiguities in the 
drawings or specifications shall be immediately reported, in 
writing, to the engineer, who shall promptly correct such 
inconsistencies or ambiguities in writing.  Work done by the 
Contractor after discovery of such discrepancies, 
inconsistencies or ambiguities shall be done at the Contractor's 
risk. 


 
5. SHOP DRAWINGS: 
 
 a. The Contractor shall provide shop drawings as may be necessary 


for the performance of the work as required by the contract 
documents.  The engineer shall promptly review all shop 
drawings.  The engineer's approval of any shop drawing shall not 
release the Contractor from responsibility for deviations from 
the contract documents.  The approval of any shop drawing that 
substantially deviates from the requirement of the contract 
documents shall be evidenced by a change order.
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 b. When submitted for the engineer's review, shop drawings shall 


bear the Contractor's certification that he has reviewed checked 
and approved the shop drawings and that they are in conformance 
with the requirements of the contract documents. 


 
6. MATERIALS, SERVICES AND FACILITIES: 
 
 a. It is understood that, except as otherwise specifically stated 


in the contract documents, the Contractor shall provide and pay 
for all materials, labor, tools, equipment, water, light, power, 
transportation, supervision, temporary construction of any 
nature and all other services and facilities of any nature 
whatsoever necessary to execute, complete and deliver the work 
within the specified time. 


 
 b. Materials and equipment shall be so stored as to preserve their 


quality and fitness for the work.  Stored materials and equipment 
to be incorporated in the work shall be located to facilitate 
prompt inspection. 


 
 c. Manufactured articles, materials and equipment shall be applied, 


installed, connected, erected, used, cleaned and conditioned as 
directed by the manufacturer. 


 
 d. Materials, supplies and equipment shall be in accordance with 


samples submitted by the Contractor and approved by the 
engineer. 


 
 e. Materials, supplies or equipment to be incorporated into the 


work shall be purchased by the Contractor or the subcontractor 
free and clear of chattel mortgages, conditional sales contracts 
or other agreements by which an interest is retained by the 
seller. 


 
7. INSPECTION AND TESTING: 
 
 a. All materials and equipment used in the construction of the 


project shall be subject to adequate inspection and testing in 
accordance with generally accepted standards as required and 
defined in the contract documents. 


 
 b. The Owner shall provide all inspection and testing services not 


required by the contract documents. 
 
 c. The Contractor shall provide, at the Contractor's expense, the 


testing and inspection services required by the contract 
documents. 


 
 d. If the contract documents, laws, ordinance, rules, regulations 


or orders of any public authority having jurisdiction require 
any specific work to be inspected, tested or approved by someone 
other than the Contractor, the Contractor will give 
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  the engineer timely notice of readiness.  The Contractor will 
then furnish the engineer the required certificates of 
inspection, testing or approval. 


 
 e. Inspections, tests or approvals by the engineer or others shall 


not relieve the Contractor from the obligation to perform the 
work in accordance with the requirements of the contract 
documents. 


 
 f. The engineer and the engineer's representatives will at all 


times have access to the work.  In addition, authorized repre-
sentatives and agents of any participating Federal or State 
agency shall be permitted to inspect all work, materials, pay-
rolls, records of personnel, invoices of materials and other 
relevant data and records.  The Contractor will provide proper 
facilities for such access and observation of the work and for 
any inspection or testing thereof. 


 
 g. If any work is covered contrary to the written instructions of 


the engineer, it must, if requested by the engineer, be uncovered 
for the engineer's observation and the covering replaced at the 
Contractor's expense. 


 
 h. If the engineer considers it necessary or advisable that covered 


work be inspected or tested by others, the Contractor, at the 
engineer's request, will uncover, expose or otherwise make 
available for observation, inspection or testing, as the 
engineer may require, that portion of the work in question, 
furnishing all necessary labor, materials, tools and equipment.  
If it is found that such work is defective, the Contractor will 
bear all expenses of such uncovering, exposing, observing, 
inspecting and testing and of satisfactory reconstruction.  If, 
however, such work is not found to be defective, the Contractor 
will be allowed an increase in the contract price or an extension 
of the contract time, or both, directly attributable to such 
uncovering, exposing, observing, inspecting, testing and 
reconstruction and an appropriate change order shall be issued. 


 
8. SUBSTITUTIONS:  Whenever a material, article or piece of equipment is 


identified on the drawings or specifications by referenced to brand 
name or catalog number, it shall be understood that this is referenced 
for the purpose of defining the performance or other salient 
requirements and that other products of equal capacities, quality and 
function shall be considered.  The Contractor may recommend the 
substitution of a material, article or piece of equipment of equal 
substance and function for those referred to in the contract documents 
by reference to brand name or catalog number and if, in the opinion 
of the engineer, such material, article or piece of equipment is of 
equal substances and function to that specified, the engineer may 
approve its substitution and use by the Contractor.  Any cost 
differential shall be deductible from the contract price and the 
contract documents shall be appropriately
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 modified by change order.  The Contractor warrants that if substitutes 
are approved, no major changes in the function or general design of 
the project will result.  Incidental changes or extra component parts 
required to accommodate the substitute will be made by the Contractor 
without a change in the contract price or contract time. 


 
9. The Contractor shall pay all applicable royalties and license fees 


and shall defend all suits or claims for infringement of any patent 
rights and save the Owner harmless from loss on account thereof, 
except that the Owner shall be responsible for any such loss when a 
particular process, design or product of a particular manufacturer or 
manufacturers is specified; however, if the Contractor has reason to 
believe that the design, process or product specified is an 
infringement of a patent, the Contractor shall be responsible for 
such loss unless the Contractor promptly gives such information to 
the engineer. 


 
10. SURVEYS, PERMITS, REGULATIONS: 
 
 a. The Owner shall furnish all boundary surveys and establish all 


base lines for locating the principal component parts of the 
work, together with a suitable number of benchmarks adjacent to 
the work as shown in the contract documents.  From the 
information provided by the Owner, unless otherwise specified 
in the contract documents, the Contractor shall develop and make 
all detail surveys needed for construction, such as slope 
stakes, batter boards, stakes for pipe locations and other 
working points, lines, elevations and cut sheets. 


 
 b. The Contractor shall carefully preserve benchmarks, reference 


points and stakes and, in case of willful or careless 
destruction, shall be charged with the resulting expense and 
shall be responsible for any mistake that may be caused by their 
unnecessary loss or disturbance. 


 
 c. Permits and licenses of a temporary nature necessary for the 


performance of the work shall be secured and paid for by the 
Contractor unless otherwise stated in the Supplemental General 
Conditions.  Permits, licenses and easements for permanent 
structures or permanent changes in existing facilities shall be 
secured and paid for by the Owner unless otherwise specified.  
The Contractor shall give all notices and comply with all laws, 
ordinances, rules and regulations bearing on the conduct of the 
work as drawn and specified.  If the Contractor observes that 
the contract documents are at variance therewith, the Contractor 
shall promptly notify the engineer in writing and any necessary 
changes shall be adjusted as provided in Section 13, CHANGES IN 
THE WORK. 
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11. PROTECTION OF WORK, PROPERTY AND PERSONS: 
 
 a. The Contractor will be responsible for initiating, maintaining 


and supervising all safety precautions and program in connection 
with the work.  The Contractor will take all necessary 
precautions for the safety of and will provide the necessary 
protection to prevent damage, injury or loss to all employees 
on the work and other persons who may be affected thereby and 
for the protection of all the work and all materials or equipment 
to be incorporated therein, whether in storage on or off the 
site, and other property at the site or adjacent thereto, 
including trees, shrubs, lawns, walks, pavements, roadways, 
structures and utilities not designated for removal, relocation 
or replacement in the course of construction. 


 
 b. The Contractor will comply with all applicable laws, ordinances, 


rules, regulations and orders of any public body having 
jurisdiction.  The Contractor will erect and maintain, as 
required by the conditions and progress of the work, all 
necessary safeguards for safety and protection.  The Contractor 
will notify owners of adjacent utilities when performance of the 
work may affect them.  The Contractor will remedy all damage, 
injury or loss to any property caused, directly or indirectly, 
in whole or in part, by the Contractor or any subcontractor or 
anyone directly or indirectly employed by any of them or anyone 
for whose acts any of them may be liable, except damage or loss 
attributable to the fault of the contract documents or to the 
acts or omissions of the Owner or the engineer or anyone employed 
by either them or anyone for whose acts either of them may be 
liable, and not attributable, directly or indirectly, in whole 
or in part, to the fault or negligence of the Contractor. 


 
 c. In emergencies affecting the safety of persons or the work or 


property at the site or adjacent thereto, the Contractor, 
without special instructions or authorization from the engineer 
or Owner, shall act to prevent the threatened damage, injury or 
loss.  The Contractor will give the engineer prompt written 
notice of any significant changes in the work or deviations from 
the contract documents caused thereby and a change order shall 
thereupon be issued covering the changes and deviations 
involved. 


 
12. SUPERVISION BY CONTRACTOR:  The Contractor will supervise and direct 


the work.  He will be solely responsible for the means, methods, 
techniques, sequences and procedures of construction.  The Contractor 
will employ and maintain on the work a qualified supervisor or 
superintendent who shall have been designated in writing by the 
Contractor as the Contractor's representative at the site.  The 
supervisor shall have full authority to act on behalf of the 
Contractor and all communications given to the supervisor shall be as 
binding as if given to the Contractor.  The supervisor shall be 
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present on the site at all times as required to perform adequate 
supervision and coordination of the work. 


 
13. CHANGES IN THE WORK: 
 
 a. The Owner may, at any time, as the need arises, order changes 


within the scope of the work without invalidating the agreement.  
If such changes increase or decrease the amount due under the 
contract documents or in the time required for performance of 
the work, an equitable adjustment shall be authorized by change 
order. 


 
 b. The engineer may also, at any time, by issuing a field order, 


make changes in the details of the work.  The Contractor shall 
proceed with the performance of any changes in the work so 
ordered by the engineer unless the Contractor believes that such 
field order entitles the Contractor to a change in contract 
price or time, or both, in which event, the Contractor shall 
give the engineer written notice thereof within seven (7) days 
after the receipt of the ordered change.  Thereafter, the 
Contractor shall document the basis for the change in contract 
price or time within thirty (30) days.  The Contractor shall not 
execute such changes pending the receipt of an executed change 
order or further instruction from the Owner. 


 
14. CHANGES IN CONTRACT PRICE:  The contract price may be changed only by 


a change order.  The value of any work covered by a change order or 
of any claim for increase or decrease in the contract price shall be 
determined by one or more of the following methods in the order of 
precedence listed below: 


 
 a. Unit prices previously approved; 
 
 b. An agreed lump sum. 
 
15. TIME FOR COMPLETION AND LIQUIDATED DAMAGES: 
 
 a. The date of beginning and the time for completion of the work 


are essential conditions of the contract documents and the work 
embraced shall be commenced on a date specified in the Notice 
to Proceed. 


 
 b. The Contractor will proceed with the work at such rate of 


progress as to ensue full completion within the contract time.  
It is expressly understood and agreed by and between the 
Contractor and the Owner that the contract time for the 
completion of the work described herein is a reasonable time, 
taking into consideration the average climatic and economic 
conditions and other factors prevailing in the locality of the 
work. 
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 c. If the Contractor shall fail to complete the work within the 
contract time or extension of time granted by the Owner, then 
the Contractor will pay to the Owner the amount for liquidated 
damages as specified in the bid for each calendar day the 
Contractor shall be in default after the time stipulated in the 
contract documents. 


 
 d. The Contractor shall not be charged with liquidated damages or 


any excess cost when the delay in completion of the work is due 
to the following and the Contractor has promptly given written 
notice of such delay to the Owner or engineer: 


 
  (1) Any preference, priority or allocation order duly issued 


by the Owner; 
 
  (2) Unforeseeable causes beyond the control and without the 


fault or negligence of the Contractor, including but not 
restricted to acts of God, acts of the public enemy, acts 
or the Owner, acts of another contractor in the performance 
of a contract with the Owner, fires, flood, epidemics, 
quarantine, restrictions, strikes, freight embargoes and 
abnormal and unforeseeable weather; and 


 
  (3) Any delays of subcontractors occasioned by any of the 


causes specified in paragraphs 15d (1) and 15d (2) of this 
article. 


 
16. CORRECTION WORK: 
 
 a. The Contractor shall promptly remove from the premises all work 


rejected by the engineer for failure to comply with the contract 
documents, whether incorporated in the construction or not, and 
the Contractor shall promptly replace and re-execute the work 
in accordance with the contract documents without expense to the 
Owner and shall bear the expense of making good all work of 
other contractors destroyed or damages by such removal or 
replacement. 


 
 b. All removal and replacement work shall be done at the 


Contractor's expense.  If the Contractor does not take action 
to remove such rejected work within ten (10) days after receipt 
of written notice, the Owner may remove such work and store the 
materials at the expense of the Contractor. 


 
17. SUBSURFACE CONDITIONS: 
 
 a. The Contractor shall promptly, before such conditions are 


disturbed except in the event of an emergency, notify the Owner 
by written notice of: 


 
  (1) Subsurface or latent physical conditions at the site 


differing materially from those indicated in the contract 
documents; or 
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  (2) Unknown physical conditions at the site of an unusual 


nature which differ materially from those ordinarily 
encountered and generally recognized as inherent in the 
work the character provided for in the contract documents. 


 
 b. The Owner shall promptly investigate the conditions and, if it 


is found that such conditions do so materially differ and cause 
an increase or decrease, an adjustment shall be made and the 
contract documents shall be modified by a change order.  Any 
claim of the Contractor for adjustment hereunder shall not be 
allowed unless the required written notice has been given and 
provided that the Owner may, if the Owner determines the facts 
so justify, consider and adjust any claims asserted before the 
date of final payment. 


 
18. SUSPENSION OF WORK, TERMINATION AND DELAY: 
 
 a. The Owner may suspend the work or any portion thereof for a 


period of not more than ninety (90) days or until such further 
time as agreed upon by the Contractor in a written notice to the 
Contractor and the engineer fixing the date on which work shall 
be resumed. The Contractor will resume that work on the date so 
fixed.  The Contractor will be allowed an increase in the 
contract price or an extension of the contract time, or both, 
for any costs and/or delays incurred which are directly 
attributable to any suspension. 


 
 b. If any of the following conditions occur: 
 
  (1) The Contractor is adjudged bankrupt or insolvent or makes 


a general assignment for the benefit of its creditors; 
 
  (2) A trustee or receiver is appointed for the Contractor or 


for any of its property; 
 
  (3) Contractor files a petition to take advantage of any 


debtor's act or to reorganize under bankruptcy of appli-
cable laws; 


 
  (4) The Contractor repeatedly fails to supply sufficiently 


skilled workmen or suitable materials or equipment; 
 
  (5) The Contractor repeatedly fails to make prompt payments to 


subcontractors or for labor, materials or equipment; 
 
  (6) The Contractor disregards laws, ordinance, rules, regula-


tions or orders of any public body having jurisdiction over 
the work; 
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  (7) The Contractor disregards the authority of the engineer or 


otherwise violates any provision of the contract documents; 
 
  then the Owner may, without prejudice to any other right or 


remedy and after giving the Contractor and its surety a minimum 
of ten (10) days from delivery of a written notice, terminate 
the services of the Contractor and take possession of the project 
and of all materials, equipment, tools, construction equipment 
and machinery thereon owned by the Contractor and finish the 
work by whatever method the Owner may deem expedient.  In such 
case, the Contractor shall not be entitled to receive any further 
payment until the work is finished.  If the unpaid balance of 
the contract price exceeds the direct and indirect costs of 
completing the project, including compensation for additional 
professional services, such excess shall be paid to the 
Contractor.  If such costs exceed such unpaid balance, the 
Contractor will pay the difference to the Owner.  Such costs 
incurred by the Owner ill be determined by the engineer and 
incorporated in a change order. 


 
 c. Where the Contractor's services have been so terminated by the 


Owner, said termination shall not affect any right of the Owner 
against the Contractor then existing or which may thereafter 
occur.  Any retention or payment of monies by the Owner due the 
Contractor will not release the Contractor from compliance with 
the contract documents. 


 
 d. After ten (10) days from the deliver of a written notice to the 


Contractor and the engineer, the Owner may, without cause and 
without prejudice to any other right or remedy, elect to abandon 
the project and terminate the contract.  In such case, the 
Contractor shall be paid for all work executed and any expense 
sustained plus a reasonable profit. 


 
 e. If, through no act or fault of the Contractor, the work is 


suspended for a period of more than ninety (90) days by the 
Owner or under an order of court or other public authority or 
the engineer fails to act on any request for payment within 
thirty (30) days after it is submitted or the Owner fails to pay 
the Contractor substantially the sum approved by the engineer 
or awarded by arbitrators within thirty (30) days of its approval 
and presentation, then the Contractor may, after ten (10) days 
from delivery of a written notice to the Owner and the engineer, 
terminate the contract and recover from the Owner payment for 
all work executed and all expenses sustained.  In addition to 
and in lieu of terminating the contract, if the engineer has 
failed to act on a request for payment or if the Owner has failed 
to make payment as aforesaid, the Contractor may, upon ten (10) 
days written notice to the Owner and engineer, stop the work 
until paid all 
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  amounts then due, in which event and upon resumption of the 
work, change orders shall be issued to adjust the contract price 
or extend the contract time, or both, to compensate for the 
costs and delays attributable to the stoppage of the work. 


 
 f. If the performance of all or any portion of the work is 


suspended, delayed or interrupted s a result of a failure by the 
Owner or engineer to act within the time specified in the 
contract documents or if no time is specified, within a 
reasonable time, an adjustment in the contract price or an 
extension of the contract time, or both, shall be made by change 
order to compensate the Contractor for the costs and delays 
unnecessarily caused by the failure of the Owner or engineer. 


 
19. PAYMENT TO CONTRACTOR: 
 
 a. At least ten (10) days before each progress payment falls due 


(but not more often that once a month), the Contractor will 
submit to the engineer a partial payment estimate filled out and 
signed by the Contractor, covering the work performed during the 
period covered by the partial payment estimate and supported by 
such data as the engineer may reasonably require.  If payment 
is requested on the basis of materials and equipment not 
incorporated in the work but delivered and suitably stored at 
or near the site, the partial payment estimate shall also be 
accompanied by supporting data, satisfactory to the Owner, which 
will establish the Owner's title to the material and equipment 
and protect the Owner's interest therein, including applicable 
insurance.  The engineer will, within ten (10) days after the 
receipt of each partial payment estimate, either indicate 
approval of payment in writing and present the partial payment 
estimate to the Owner or return the partial payment estimate to 
the Contractor indicating in writing the reasons for refusing 
to approve payment.  In the latter case, the Contractor may make 
the necessary corrections and resubmit the partial payment 
estimate.  The Owner will, within ten (10) days of presentation 
of an approved partial payment estimate, pay the Contractor a 
progress payment on the basis of the approved partial payment 
estimate less the retainage.  The retainage shall be an amount 
equal to 10% of said estimate until 50% of the work has been 
completed.  At 50% completion, further partial payments shall 
be made in full to the Contractor and no additional amounts may 
be retained unless the engineer certifies that the job is not 
proceeding satisfactorily and amounts previously retained shall 
not be paid to the Contractor.  At 50% completion or any time 
thereafter when the progress of the work is not satisfactory, 
additional amounts may be retained; however, in no event shall 
the total retainage be more than 10% of the value of the work 
completed.  Upon substantial completion of the work, any amount 
retained may be paid to the Contractor.  When the work has been 
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  substantially completed except for work which cannot be 
completed because of weather conditions, lack of materials or 
other reasons which, in the judgment of the Owner, are valid 
reasons for non-completion, the Owner may make additional 
payments, retaining at all times an amount sufficient to cover 
the estimated cost of the work still to be completed. 


 
 b. The request for payment may also include an allowance for the 


cost of major materials and equipment suitably stored either at 
or near the site. 


 
 c. Prior to substantial completion, the Owner, with the approval 


of the engineer and with the concurrence of the Contractor, may 
use any completed or substantially completed portions of the 
work.  Such use shall not constitute an acceptance of such 
portions of the work. 


 
 d. The Owner shall have the right to enter the premises for the 


purpose of doing work not covered by the contract documents.  
This provision shall not be construed as relieving the 
Contractor of the sole responsibility for the care and 
protection of the work or the restoration of any damaged work 
except such as may be caused by agents or employees of the Owner. 


 
 e. Upon completion and acceptance of the work, the engineer shall 


issue a certificate attached to the final payment request that 
the work has been accepted under the conditions of the contract 
documents.  The entire balance found to be due to the Contractor, 
including the retained percentages, except such sums as may be 
lawfully retained by the Owner, shall be paid to the Contractor 
within thirty (30) days of completion and acceptance of the 
work. 


 
 f. The Contractor will indemnify and save the Owner or the Owner's 


agents harmless from all claims growing out of the lawful demand 
of subcontractors, laborers, workmen, mechanics, material men 
and furnishers of machinery and parts therefore, equipment, 
tools and supplies incurred in the furtherance of the 
performance of the work.  The Contractor shall, at the Owner's 
request, furnish satisfactory evidence that all obligations of 
the nature designated above have been paid, discharged or 
waived.  If the Contractor fails to do so, the Owner may, after 
having notified the Contractor, either pay unpaid bills or 
withhold from the Contractor's unpaid compensation a sum of 
money deemed reasonably sufficient to pay any and all such lawful 
claims until satisfactory evidence is furnished that all 
liabilities have been fully discharged, whereupon payment to the 
Contractor shall be resumed in accordance with the terms of the 
contract documents.  In no event shall these provisions be 
construed to impose any obligations upon the Owner to the 
Contractor, the Contractor's surety or any third party. In 
paying any unpaid
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  bills of the Contractor, any payment so made by the Owner shall 
be considered as a payment made under the contract documents by 
the Owner to the Contractor and the Owner shall not be liable 
to the Contractor for any such payments made in good faith. 


 
 g. If the Owner failed to make payment within thirty (30) days 


after approval by the engineer, in addition to other remedies 
available to the Contractor, there shall be added to each such 
payment interest at the maximum legal rate commencing on the 
first day after said payment is due and continuing until the 
payment is received by the Contractor. 


 
20. ACCEPTANCE OF FINAL PAYMENT AS RELEASE:  Acceptance by the Contractor 


of final payment shall be and shall operate as a release to the Owner 
of all claims and all liability to the Contractor other than claims 
in stated amounts as may be specifically excepted by the Contractor 
for all things done or furnished in connection with this work and for 
every act and neglect of the Owner and others, relating or arising 
out of this work.  Any payment, however, final or otherwise, shall 
not release the Contractor or its sureties from any obligations under 
the contract documents or the performance of the payment bonds. 


 
21. INSURANCE: 
 
 a. The Contractor shall purchase and maintain such insurance as 


will protect it from claims set forth below which may arise out 
of or result from the Contractor's execution of the work, whether 
such execution be by the Contractor, any subcontractor or by 
anyone directly or indirectly employed by any of them or by 
anyone for whose acts any of them may be liable. 


 
  (1) Claims under Workers' Compensation, disability benefit and 


other similar employee benefit acts; 
 
  (2) Claims for damages because of bodily injury, occupational 


sickness or disease or death of employees; 
 
  (3) Claims for damages because of bodily injury, sickness or 


disease or death of any person other than employees; 
 
  (4) Claims for damages covered by the usual personal injury 


liability coverage which is sustained by: 
 
   (a) Any person as a result of an offense directly or 


indirectly related to the employment of such person 
by the Contractor; or 


 
   (b) Any other person; 
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  (5) Claims for damages because of injury to or destruction of 
tangible property, including loss of use resulting there 
from. 


 
 b. Certificates of insurance acceptable to Owner shall be filed 


with the Owner prior to commencement of work.  These certificates 
shall contain a provision that coverage’s afforded under the 
policies will not be cancelled unless at least fifteen-(15) 
days' prior written notice has been given to the Owner. 


 
 c. The Contractor shall procure and maintain, at the Contractor's 


own expense, during the contract time, liability insurance as 
hereinafter specified: 


 
  (1) Contractor's general public liability and property damage 


insurance, including vehicle coverage, issued to the 
Contractor and protecting the Contractor from all claims 
for personal injury, including death, and all claims for 
destruction of or damage to property arising out of or in 
connection with any operations under the contract 
documents, whether such operations be by the Contractor or 
by any subcontractor employed by the Contractor.  Insurance 
shall be written with a limit of liability of not less than 
$500,000 for all damages arising out of bodily injury, 
including death, at any time resulting there from, 
sustained by any one person in any one accident, and a 
limit of liability of not less than $500,000 aggregate for 
any such damages sustained by two or more persons in any 
one accident.  Insurance shall be written with a limit of 
liability of not less than $200,000 for all property damage 
sustained by any one person in any one accident and a limit 
of liability not less than $200,000 aggregate for any such 
damage sustained by two or more persons in any one 
accident. 


 
  (2) The Contractor shall acquire and maintain, if applicable, 


fire and extended coverage insurance upon the project to 
the full insurable value thereof for the benefit of the 
Owner, the Contractor and the subcontractors, as their 
interest may appear.  This provision shall in no way 
release the Contractor or the Contractor's surety from 
obligations under the contract documents to fully complete 
the project. 


 
 d. The Contractor shall procure and maintain, at the Contractor's 


own expense, during the contract time, in accordance with the 
provisions of the laws of the State in which the work is 
performed, Workers' Compensation insurance, including occupa-
tional disease provisions, for all of the Contractor's employees 
at the site of the project and, in case any work is sublet, the 
Contractor shall require such subcontractor similarly to provide 
Workers' Compensation insurance, 
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  including occupational disease provisions, for all of the 
latter's employees unless such employees are covered by the 
protection afforded by the Contractor.  In case any class of 
employees engaged in hazardous work under this contract at the 
site of the project is not protected under the Workers' 
Compensation Statute, the Contractor shall provide and shall 
cause each subcontractor to provide adequate and suitable 
insurance for the protection of its employees not otherwise 
protected. 


 
 e. The contractor shall secure, if applicable, "all risk" type 


Builder's risk insurance for work to be performed.  Unless 
specifically authorized by the Owner, the amount of such 
insurance shall not be less than the contract price totaled in 
the bid.  The policy shall cover not less than the losses due 
to fire, explosion, hail, lightning, vandalism, malicious 
mischief, wind, collapse, riot, aircraft and smoke during the 
contract time and until the work is accepted by the Owner.  The 
policy shall name as the insured the Contractor and the Owner. 


 
22. CONTRACT SECURITY: 
 
 a. The Contractor shall, within ten (10) days after the receipt of 


the Notice of Award, furnish the Owner with a performance bond 
and a payment (statutory) bond in penal sums equal to the amount 
of the contract price, conditioned upon the performance by the 
Contractor of all undertakings, covenants, terms, conditions and 
agreements of the contract documents and upon the prompt payment 
by the Contractor to all persons supplying labor and materials 
in the performance of the work required by the contract 
documents.  Such bonds shall be executed by the Contractor and 
a corporate bonding company licensed to transact such business 
in the State in which the work is to be performed and named on 
the current list of "Surety Companies Acceptable on Federal 
Bonds", as published in Treasury Department Circular Number 570.  
The expense of these bonds shall be borne by the Contractor. If, 
at any time, a surety on any such bond is declared bankrupt or 
loses its right to do business in the State in which the work 
is to be performed or is removed from the list of Surety 
Companies Acceptable on Federal Bonds, Contractor shall, within 
ten (10) days after notice from the Owner, substitute another 
bond and surety, both of which must be acceptable to Owner.  The 
premiums on such bond shall e paid by the Contractor.  No further 
payment shall be deemed due nor made until the new surety or 
sureties shall have furnished an acceptable bond to the Owner. 


 
23. ASSIGNMENTS:  Neither the Contractor nor the Owner shall sell, 


transfer, assign or otherwise dispose of the contract or any portion 
thereof or of any right, title or interest therein or any obligations 
thereunder without written consent of the other party. 
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24. INDEMNIFICATION: 
 
 a. The Contractor will indemnify and hold harmless the Owner and 


the engineer and their agents and employees from and against all 
claims, damages, losses and expenses, including attorney's fees, 
arising out of or resulting from the performance of the work, 
provided that any such claims, damages, loss or expense is 
attributable to bodily injury, sickness, disease or death or to 
injury to or destruction of tangible property, including the 
loss of use resulting therefrom, which is caused in whole or in 
part by any negligent or willful act or omission of the 
Contractor, any subcontractor, anyone directly or indirectly 
employed by any of them or anyone for whose acts any of them may 
be liable. 


 
 b. In any and all claims against the Owner or the engineer or any 


of their agents or employees by any employee of the Contractor, 
any subcontractor, anyone directly or indirectly employed by an 
of them or anyone for whose acts any of them may be liable, the 
indemnification obligation shall not be limited in any way by 
any limitation on the amount or type of damages, compensation 
or benefits payable by or for the Contractor or any subcontractor 
under the Workers' Compensation Act, disability benefits acts 
or other employee benefits acts. 


 
 c. The obligation of the Contractor under this paragraph shall not 


extend to the liability of the engineer, its agents or employees 
arising out of the preparation or approval of maps, drawings, 
opinions, reports, surveys, change orders, designs or 
specifications. 


 
25. SEPARATE CONTRACTS: 
 
 a. The Owner reserves the right to let other contracts in connection 


with this project.  The Contractor shall afford other 
contractors reasonable opportunity for the introduction and 
storage of their materials and the execution of their work and 
shall properly connect and coordinate the work with theirs.  If 
the proper execution or results of any part of the Contractor's 
work depends upon the work of any other contractor, the 
Contractor shall inspect and promptly report to the engineer any 
defects in such work that render it unsuitable for such proper 
execution and results. 


 
 b. The Owner may perform additional work related to the project or 


the Owner may let other contracts containing provisions similar 
to these.  The Contractor will afford the other contractors who 
are parties to such contracts (or the Owner, if the Owner is 
performing the additional work) reasonable opportunity for the 
introduction and storage of materials and equipment and the 
execution of work and shall properly connect and coordinate the 
work with theirs. 
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 c. If the performance of additional work by other contractors or 


the Owner is not noted in the contract documents prior to the 
execution of the contract, written notice thereof shall be given 
to the Contractor prior to starting any such additional work.  
If the Contractor believes the performance of such additional 
work by the Owner or other involves it in additional expense or 
entitles it to an extension of the contract time, the Contractor 
may make a claim therefore as provided in Sections 14 and 15. 


 
26. SUBCONTRACTING: 
 
 a. The Contractor may utilize the services of specialty subcon-


tracts on those parts of the work which, under normal contracting 
practices, are performed by specialty subcontractors. 


 
 b. The Contractor shall not award work to subcontractor(s) in 


excess of fifty (50) percent of the contract price or in excess 
of fifty (50) percent of the labor and equipment required to 
install the project without prior written approval of the Owner. 


 
 c. The Contractor shall be as fully responsible to the Owner for 


the acts and omissions of its subcontractors and of persons 
either directly or indirectly employed by them as the Contractor 
is for the acts and omissions of persons directly employed by 
the Contractor. 


 
 d. the Contractor shall cause appropriate provisions to be inserted 


in all subcontracts relative to the work to bind subcontractors 
to the Contractor by the terms of the contract documents insofar 
as applicable to the work of subcontractors and to give the 
Contractor the same power regarding termination of any 
subcontract that the Owner may exercise over the Contractor 
under any provision of the contract documents. 


 
 e. Nothing contained in this contract shall create any contractual 


relationship between any subcontractor and the Owner. 
 
27. ENGINEER'S AUTHORITY: 
 
 a. The engineer shall act as the Owner's representative during the 


construction period, shall decide questions which may arise as 
to quality and acceptability of materials furnished and work 
performed and shall interpret the intent of the contract 
documents in a fair and unbiased manner.  The engineer will make 
visits to the site and determine if the work is preceding in 
accordance with the contract documents. 
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 b. The Contractor will be held strictly to the intent of the 


contract documents in regard to the quality of materials, 
workmanship and execution of the work.  Inspections may be made 
at the factory or fabrication plant of the source of material 
supply. 


 
 c. The engineer will not be responsible for the construction means, 


controls, techniques, sequences, procedures or construction 
safety. 


 
 d. The engineer shall promptly make decisions relative to inter-


pretation of the contract documents. 
 
28. LAND AND RIGHTS-OF-WAY: 
 
 a. Prior to issuance of the Notice to proceed, the Owner shall 


obtain all land and right-of-way necessary for the carrying out 
and completion of the work to be performed pursuant to the 
contract documents, unless otherwise mutually agreed. 


 
 b. The Owner shall provide the Contractor with information that 


delineates and describes the lands owned and right-of-way 
acquired. 


 
 c. The Contractor shall provide, at its own expense and without 


liability to the Owner, any additional land and access thereto 
that the Contractor may desire for temporary construction 
facilities or for storage of materials. 


 
29. GUARANTEE:  The Contractor shall guarantee all materials and equipment 


furnished and work performed for a period of one (1) year from the 
date of substantial completion.  The Contractor warrants and 
guarantees for a period of one (1) year from the date of substantial 
completion of the system that the completed system is free from all 
defects due to faulty materials or workmanship and the Contractor 
shall promptly make such corrections as may be necessary by reason of 
such defects, including the repairs of any damage to other parts of 
the system resulting from such defects.  The Owner will give notice 
of observed defects with reasonable promptness.  In the event the 
Contractor should fail to make such corrections, the Owner may do so 
and charge the Contractor the costs thereby incurred.  The performance 
bond shall remain in full force and effect throughout the guarantee 
period. 


 
30. ARBITRATION BY MUTUAL AGREEMENT: 
 
 a. All claims disputes and other matters in question arising out 


of or relating to the contract documents or the breach thereof, 
except for claims which have been waived by making an acceptance 
of final payment as provided in Section 20, may be decided by 
arbitration if the parties mutually agree.  Any agreement to 
arbitrate shall be specifically enforceable under 
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  the prevailing arbitration law.  The award rendered by the 
arbitrators shall be final and judgment may be rendered upon it 
in any court having jurisdiction thereof. 


 
 b. Notice of the request for arbitration shall be filed in writing 


with the other party to the contract documents and a copy shall 
be filed with the engineer.  Request for arbitration shall in 
no event be made on any claim, dispute or other matter in 
question that would be barred by the applicable statute of 
limitations. 


 
 c. The Contractor will carry on the work and maintain the progress 


schedule during any arbitration proceedings unless otherwise 
mutually agreed in writing. 


 
31. TAXES:  The Contractor will pay all sales, consumer, use and other 


similar taxes required by the laws of the place where the work is 
performed. 
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SUPPLEMENTAL GENERAL CONDITIONS 
 


The provisions of the Supplemental General Conditions as described herein 
change, amend or supplement the General Conditions and shall supersede any 
conflicting provisions of this contract.  All provisions of the General 
Conditions which are not changed, amended or supplemented remain in force. 
 
1. Contract Approval 12. State Energy Policy 
2. Contract Change Orders 13. Equal Opportunity 
3. Partial Payment Estimates 14. Non-Resident Contractor 
4. Conflict of Interest   Registration 
5. Protection of Lives & Property 15. Payment for Materials 
6. Remedies   Stored on Site 
7. Gratuities 16. Change order Approval 
8. Audit & Access to Records 17. Final Inspection 
9. Small Minority & Women’s Businesses 18. Partial Occupancy & Use 
10. Anti-Kickback 19. Permits Requiring Time  
11. Violating Facilities   Schedule 
  20. Clean Up Release 
 
1. CONTRACT APPROVAL: 
 
 a. The Owner and the Contractor will furnish the Owner's attorney 


such evidence as is required to enable the Owner's attorney to 
complete and execute "Certificate of Owner's Attorney" (Section 
14). 


 
 b. When a performance bond and payment bond are provided, the United 


States, acting through HUD, will be named as co-oblige in these 
bonds unless prohibited by State law.  Surety companies 
executing bonds must appear on the Treasury Department's most 
current list (Circular 570, as amended) and be authorized to 
transact business in the State where the project is located. 


 
 c. This contract is expected to be funded in part with funds from 


HUD.  Neither the United States nor any of its departments, 
agencies or employees is or will be a party to this contract or 
any subcontract. 


 
2. CONTRACT CHANGE ORDERS: 
 
 a. All changes affecting the project's construction cost or 


modifications of the terms or conditions of the contract must 
be authorized by means of a written contract change order that 
is mutually agreed to by the Owner and the Contractor.  The 
contract change order will include extra work, work for which 
quantities have been altered from those shown on the bidding 
schedule and decreases or increases in the quantities of 
installed units which are different than those shown in the 
bidding schedule because of final measurements.  All changes 
must be recorded on a contract change order before they can be 
included in a partial payment estimate. 
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 b. A "Contract Change Order" shall be used to record contract 
changes. 


 
 c. When the contract sum is in whole or in part based on unit 


prices, the Owner reserves the right to increase or decrease a 
unit price quantity as may be deemed reasonable or necessary in 
order to complete the work. 


 
3. PARTIAL PAYMENT ESTIMATES: 
 
 a. "Partial Payment Estimates" shall be used when estimating 


periodic payments due the Contractor. 
 
 b. The Owner may, after consultation with the architect/engineer, 


withhold or, on account of subsequently discovered evidence, 
nullify, in whole or in part, any approved partial payment 
estimate to such extent as may be necessary to protect the Owner 
from loss on account of: 


 
  (1) Defective work not remedied; 
 
  (2) Claims filed; 
 
  (3) Failure of Contractor to make payments properly to 


subcontractors or suppliers; 
 
  (4) A reasonable doubt that the work can be completed for the 


balance then unpaid; 
 
  (5) Damage to another contractor; 
 
  (6) Performance of work in violation of the terms of the 


contract documents. 
 
 c. Where work on unit price items is substantially complete but 


lacks testing, clean-up and/or corrections, amounts shall be 
deducted from unit prices in partial payment estimates to amply 
cover such testing, cleanup and/or corrections. 


 
 d. When the items in 3.b. and 3.c. are cured, payment shall be made 


for amounts withheld because of them. 
 
 e. Payments will not be made that would deplete the retainage or 


place in escrow any funds required for retainage or invest the 
retainage for the benefit of the contract. 
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4. CONFLICT OF INTEREST: 
 
 a. Unacceptable Bidders: 
 
  (1) No engineer or architect (individual or firm, including 


persons they employ) who has prepared plans and 
specifications will be considered an acceptable bidder.  
Any firm or corporation in which such engineer or architect 
(including persons they employ) is an officer or an 
employee or holds or controls a substantial interest will 
not be considered an acceptable bidder. 


 
  (2) Contracts or purchases by the Contractor shall not be 


awarded or made to a supplier or manufacturer if the 
engineer or architect (firm or individual) who prepared 
the plans and specifications has a corporate or financial 
affiliation with the supplier or manufacturer.  Bids will 
not be awarded to firms or corporations owned or controlled 
wholly or in part by a member of the governing body of the 
Owner or to an individual who is such a member. 


 
 b. None of the Owner's officers, employees or agents shall engage 


in the award or administration of this contract if a conflict 
of interest, real or apparent would be involved.  Such a conflict 
would arise when the employee, officer or agent, any member of 
his immediate family, his partner or an organization which 
employs him or is about to employ him, or any of the above, has 
a financial or other interest in the Contractor.  None of the 
Owner's officers, employees or agents shall solicit or accept 
gratuities, favors or anything of monetary value from the 
Contractor or subcontractor. 


 
5. PROTECTION OF LIVES AND PROPERTY: 
 
 a. In order to protect the lives and health of its employees under 


the contract, the Contractor shall comply with all pertinent 
provisions of the Occupational Safety and Health Administration 
(OSHA) and any State safety and health agency requirements. 


 
 b. The Contractor alone shall be responsible for the safety, 


efficiency and adequacy of its plant, appurtenances and methods 
and for any damage which may result from their failure or their 
improper construction, maintenance or operation. 


 
6. REMEDIES:  Unless otherwise provided in this contract, all claims, 


counterclaims, disputes and other matters in question between the 
Owner and the Contractor arising out of or relating to this contract 
or the breach thereof will be decided by arbitration, if the parties 
mutually agree, or in a court of competent jurisdiction with the State 
in which the Owner is located. 


 
 a. The arbitration provisions of this section may be initiated by 


either party to this contract by filing with the other party and 
the engineer/architect a written request for arbitration. 
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 b. Each party to this contract will appoint one arbitrator and the 


two arbitrators will select the third arbitrator. 
 
 c. The arbitrators will select a hearing location as close to the 


Owner's locale as possible. 
 
 d. The procedure for conducting the hearing will follow the 


Construction Industry Arbitration Rules of the American Arbi-
tration Association. 


 
7. GRATUITIES: 
 
 a. If the Owner finds, after a notice and hearing, that the 


Contractor or any of the Contractor's agents or representatives 
offered or gave gratuities (in the form of entertainment, gifts 
or otherwise) to any official, employee or agent of the Owner 
in an attempt to secure this contract or favorable treatment in 
awarding, amending or making any determinations related to the 
performance of this contract, the Owner may, by written notice 
to the Contractor, terminate this contract.  The Owner may also 
pursue other rights and remedies that the Law or this contract 
provides.  However, the existence of the facts on which the 
Owner bases such findings shall be an issue and may be reviewed 
in proceedings under the remedies clause of this contract. 


 
 b. In the event this contract is terminated as provided in paragraph 


7.a., the Owner may pursue the same remedies against the 
Contractor as it could pursue in the event of a breach of the 
contract by the Contractor.  As a penalty, in addition to any 
other damages to which it may be entitled by law, the Owner may 
pursue exemplary damages in an amount determined by the Owner, 
which shall be not less than three or more than ten times the 
cost the Contractor incurs in providing any gratuities to any 
such officer or employee. 


 
8. AUDIT AND ACCESS TO RECORDS:  For all negotiated contracts except 


those of $10,000 or less, HUD, the Comptroller General, the Owner or 
any of their duly-authorized representatives shall have access to any 
books, documents, papers and records of the Contractor which are 
pertinent to the contract for the purpose of making audits, exam-
ination, excerpts and transcriptions.  The Contractor shall maintain 
all required records for three years after final payment is made and 
all other pending matters are closed. 


 
9. SMALL, MINORITY AND WOMEN'S BUSINESSES:  If the Contractor intends to 


let any subcontracts for a portion of the work, the Contractor shall 
take affirmative steps to assure that small, minority and women's 
businesses are used when possible as sources of supplies, equipment, 
construction and services.  Affirmative steps shall consist of: 


 
 a. Including qualified small, minority and women's businesses on 


solicitation lists; 
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 b. Assuring that small, minority and women's businesses on solic-
ited whenever they are potential sources; 


 
 c. Dividing total requirements when economically feasible; 
 
 d. Establishing delivery schedules where the requirements of the 


work permit, which will encourage participation by small, 
minority and women's businesses. 


 
 e. Using the services and assistance of the Small Business 


Administration and the Minority Business Development Agency of 
the U.S. Department of Commerce; 


 
 f. Requiring each party to a subcontract to take the affirmative 


steps of this section; and 
 
 g. Contractors are encouraged to procure goods and services from 


labor surplus area firms. 
 
10. ANTI-KICKBACK:  The Contractor shall comply with the Copeland Anti-


Kickback Act (18 USC §874) as supplemented in Department of Labor 
regulations 929 CFR 3).  This Act provides that each Contractor shall 
be prohibited from inducing, by any means, any person employed in the 
construction, completion or repair of public facilities to give up 
any part of the compensation to which they are otherwise entitled.  
The Owner shall report all suspected or reported violations to FmHA. 


 
11. VIOLATING FACILITIES:  Where this contract exceeds $100,000, the 


Contractor shall comply with all applicable standards, orders or 
requirements issued under the Clean Water Act (33 USC §1368), Execu-
tive Order 11738 and Environmental Protection Agency regulations (40 
CFR 15), which prohibit the awarding of non-exempt Federal contracts, 
grants or loans to facilities included on the EPS's list of violating 
facilities.  The Contractor will report violations to the EPA. 


 
12. STATE ENERGY POLICY:  The Contractor shall comply with the Energy 


Policy and Conservation Act (P.L. 94-163).  Mandatory standards and 
policies relating to energy efficiency contained in the State Energy 
Conservation Plan shall be utilized. 


 
13. EQUAL OPPORTUNITY REQUIREMENTS:  For all contracts in excess of 


$10,000, the Contractor shall comply with Executive Order 11246 
entitled "Equal Employment Opportunity", as amended by Executive Order 
11375 and as supplemented in Department of Labor regulations (41 CFR 
60). 


 
 a. The Contractor's compliance with Executive Order 11246 shall be 


based on its implementation of the Equal Opportunity Clause, 
specific affirmative action obligations required by the Standard 
Federal Equal Employment Opportunity Construction Contract 
Specifications as set forth in 41 CFR 60-4, and its efforts to 
meet the goals established for the geographical area where the 
contract is to be performed.  The hours of minority and female 
employment and training must be substantially uniform throughout 
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the length of the contract and throughout each trade.  The 
Contractor shall make a good faith effort to employ minorities 
and women evenly on each of its projects.  The transfer of 
minority or female employees or trainees from contractor to 
contractor or from project to project for the sole purpose of 
meeting the Contractor's goals shall be a violation of the 
contract, the Executive Order and the regulations in 41 CFR 60-
4.  Compliance with the goals will be measured against the total 
work hour performed. 


 
 b. The Contractor shall provide written notification to the 


Director of the Office of Federal Contract Compliance Program 
within 10 working days of the award of any construction 
subcontract in excess of $10,000 at any tier for construction 
work under the contract resulting from this solicitation.  The 
notification shall list the name, address and telephone number 
of the subcontractor, employer identification number, estimated 
dollar amount of the subcontract, estimated starting and 
completion dates of the subcontract and the geographical area 
in which the contract is to be performed. 


 
14. NON-RESIDENT CONTRACTOR REGISTRATION:  Any non-resident Contractor 


doing business in the State of Oklahoma shall register with the 
Oklahoma Tax Commission, the Oklahoma Employment Security Commission, 
the State Industrial Court and the County Assessor of each county in 
which contract work will be performed.  This must be done prior to 
commencing work under the contract. 


 
15. PAYMENT FOR MATERIAL STORED ON SITE:  The following items will be 


required if the Contractor requests payment for material stored on 
the site (see Paragraph 19.b. of the General Conditions): 


 
 a. Invoices, approved and initialed by the consulting engineer and 


the Owner, showing the quantity, size, cost, etc., of the 
material; 


 
 b. Payment will be made only for material stored in a location 


approved by the Owner.  The storage area must provide adequate 
protection from the elements and the material must be stored so 
it can be promptly inspected.  Material strung throughout the 
job site will not be considered properly stored. 


 
 c. The ten percent retainer that applies to material installed will 


also apply to materials stored on the site; 
 
 d. When payment for material stored on the site is received, a paid 


invoice for that payment from the supplier must be submitted to 
the Owner prior to the payment of the next partial pay estimate. 


 
16. CHANGE ORDER APPROVAL:  All change orders must be approved by the 


Owner. 
 
17. FINAL INSPECTION: A final inspection will be made by the Owner before 


final payment is made.  Final payment will not be made until the Owner 
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certifies in writing that the construction has been completed as 
planned.  If the Oklahoma State Department of Health has issued a 
permit and approved the plans and specifications on this project, 
they must concur in the final inspection. 


 
18. PARTIAL OCCUPANCY AND USE:  The Owner, upon advance written 


notification to the Contractor, shall have the right to occupy and 
use any completed or partially-completed portions of the project, 
regardless of the percentage of completion of the entire project, 
when such occupancy and use is to the Owner's best interest.  Such 
partial occupancy and use shall be upon the following terms: 


 
 a. The engineer shall make an inspection of the portion or portions 


of the project concerned and report to the Owner his findings 
as to the acceptability and completeness of the work.  The 
engineer's report shall include a list of items to be completed 
or corrected before final payment. 


 
 b. The Owner, upon acceptance of the engineer's report, shall give 


written notice to the Contractor of the Owner's intent to occupy 
and use said portions of the project.  The Owner's notice shall 
include a copy of the engineer's report, shall clearly identify 
the portions of the project to be occupied and used and shall 
establish the date of said occupancy and use. 


 
 c. From the date thus established, the Owner shall assume all 


responsibilities for operation, maintenance and the furnishing 
of water, gas and electrical power for the portions of the 
project thus occupied and used.  The Owner shall have the right 
to exclude the Contractor from those portions of the project but 
shall provide the Contractor with reasonable access to complete 
or correct necessary items of work. 


 
 d. The guarantee required by the General Conditions shall not begin 


until completion and final acceptance of the entire project 
except as to items of equipment specified, such as 
instrumentation, electrical and mechanical equipment, which are 
thus used by the Owner.  For said equipment, the warranty shall 
start from the date established in the written notice from the 
Owner. 


 
 e. Occupancy or use of any space in the project shall not constitute 


acceptance of work not performed in accordance with the contract 
or relieve the Contractor of liability to perform any work 
required by the contract but not completed at the time of said 
occupancy and use. 


 
 f. The Contractor shall not be held responsible for fair wear and 


tear or damage resulting from said occupancy except to the extent 
such damage is covered by the warranty. 


 
 g. The partial occupancy and use of any portion or portions of the 


project by the Owner shall not constitute grounds for claims by 
the Contractor for release of any amounts retained from payments 
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under the provisions of the contract.  The retained amounts will 
not be due until completion of the entire project for final 
acceptance and final payment as set forth in the General 
Conditions. 


 
19. PERMITS REQUIRING TIME SHHEDULE: The Contractor shall be responsible 


for contacting all Federal, State, County or railroad personnel 
required to be contacted and as set forth in any permits with respect 
to time schedule before commencing any work for which a permit is 
required. 


 
20. CLEAN-UP RELEASE: The Contractor shall secure a cleanup release 


satisfactory to the Owner from any Federal, State, county or railroad 
agency after the work for which a permit has been obtained has been 
completed. 
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PERFORMANCE BOND 
 


 __________________________________________________, as Principal, 


and _______________________________________________________________, a 


corporation organized under the laws of the State of ____________, as 


surety, are held and firmly bound unto __________________________________ 


__________________________________, in the penal sum of _________________ 


_____________________________ Dollars ($_______________), in lawful money 


of the United States of America, for the payment of which, well and truly 


to be made, we bind ourselves and each of us, our heirs, executors, 


administrators, trustees, successors and assigns, jointly and severally, 


firmly by these presents. 


 The condition of this obligation is such that, whereas said Principal 


entered into a written contract with __________________________ 


_____________________________________, dated __________________, _______, 


for ____________________________________________________________________, 


all in compliance with the plans and specifications therefore, made a part 


of said contract and on file in the office of ___________________________ 


        (Name and Address of Agency) 


 
NOW, THEREFORE, if said Principal shall, in all particulars, well, truly 
and faithfully perform and abide by said contract and each and every 
covenant, condition and part thereof and shall fulfill all obligations 
resting upon said Principal by the terms of said contract and said 
specifications and if said Principal shall protect and save harmless said 
______________________________________________________ from any pecuniary 
loss resulting from the breach of any of the items, covenants and conditions 
of said contract resting upon said Principal, then this obligation shall 
be null and void, otherwise to be and remain in full force and effect. 
 
It is further expressly agreed and understood by the parties hereto that 
no changes or alterations in said contract and no deviations from the plan 
or mode of procedures herein fixed shall have the effect of 
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releasing the sureties, or any of them, from the obligations of this Bond. 
 
 IN WITNESS WHEREOF, the said Principal has caused these presents to 
be executed in its name and its corporate seal to be hereunto affixed by 
its duly-authorized officers and the said Surety has caused these presents 
to be executed in its name and its corporate seal to be hereunto affixed 
by its Attorney-In-Fact, duly authorized to do so, the day and year set 
forth below. 
 
 Dated this ______ day of ____________________, ________. 
 
       PRINCIPAL: 
 
 
 
       ___________________________________ 
 
       By: 
________________________________ 
 
ATTEST: 
 
 
 
_________________________________ 
 
       SURETY: 
 
 
 
       ___________________________________ 
 
       By: 
________________________________ 
        Attorney-In-Fact 
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STATUTORY BOND 
 


No. ___________________ 
 


 We, __________________________________________, as Principal, and 


___________________________________________________, a corporation 


organized under the laws of the State of ______________________, as Surety, 


are held and firmly bound unto the State of Oklahoma in the amount of 


___________________________________________________ Dollars 


($______________) for the payment of which we hereby bind ourselves, our 


heirs, executors, administrators and assigns, jointly and severally, firmly 


by these presents. 


 Dated this _____ day of ________________________, ______. 


 WHEREAS, the said _________________________________________________ 


did on ___________________________ enter into a certain contract with 


_________________________________________________________________________ 


for the construction of ________________________________________________; 


 AND WHEREAS, this bond is given in compliance with Oklahoma Statutes 
Annotated, 194, Title 61, Sections 1 and 2, as amended; 
 
 NOW, THEREFORE, the condition of the above obligation is such that, 
if the Principal shall pay all indebtedness incurred for labor, materials 
or rental of machinery or equipment furnished in the construction of said 
public building or in making said public improvements, then this obligation 
shall be void, otherwise to remain in full force and effect. 
 
 IN WITNESS WHEREOF we have hereunto set our hands and seals the day 
and year first above written. 
 
 
       ___________________________________  
 
       By:________________________________ 
         Bonding Company 
 
 ATTEST (If by corporation) 
       By: 
________________________________ 
_______________________________    Attorney 
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MAINTENANCE BOND 
(Defect Bond) 


 
 _________________________________________________, as Principal, and 
___________________________________________, a corporation organized under 
the laws of the State of ____________________ and authorized to transact 
business in the State of Oklahoma, as Surety, are held and firmly bound 
unto ______________________________________________________,   
   (City, Town or Trust Authority) 
in the penal sum of __________________________________________ Dollars 
($_________________) in lawful money of the United States of America, said 
sum being equal to one hundred percent (100%) of the contract price, for 
payment of which, well and truly to be made, we bind ourselves and each of 
us, our heirs, executors, administrators, trustees, successors and assigns, 
jointly and severally, firmly by these presents. 
 
 The condition of this obligation is such that, whereas said Principal 
entered into a written contract with __________________________ 
            (City, Town or Trust 
__________________________________ dated __________________, _______, for  
 
_________________________________________________________________________  
 
_________________________________________________________________________ 
 
________________________________________________________________________, 
all in compliance with the plans and specifications therefore, made a part 
of said contract and on file in the office of ___________________________  
 
________________________________________________________________________; 
 
 NOW, THEREFORE, if said Principal shall pay or cause to be paid to 
_____________________________ all damage, loss and expense which may (City, 
Town or Trust Authority) 
result by reason of defective materials and/or workmanship in connection 
with said work occurring within a period of one (1) year from and after the 
acceptance of said project by ______________________________________, 
        (City, Town or Trust Authority) 
then this obligation shall be null and void, otherwise to be and remain in 
full force and effect. 
 
 It is further expressly agreed and understood by the parties that no 
changes or alterations in said contract and no deviations from the plan or 
mode of procedures herein fixed shall have the effect of releasing the 
sureties, or any of them, from the obligations of this Bond. 
 
 IN WITNESS WHEREOF, the said Principal has caused these presents to 
be executed in its name and its corporate seal to be hereunto affixed by 
its duly-authorized officers and the said Surety has caused these 
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presents to be executed in its name and its corporate seal to be hereunto 
affixed by its Attorney-In-Fact, duly authorized so to do, the day and year 
set forth below. 
 
 DATED this ______ day of _______________________, ________. 
 
       PRINCIPAL: 
 
 
       ___________________________________  
 
       By: 
________________________________ 
 
ATTEST: 
 
 
_______________________________ 
 
       SURETY: 
 
 
       ___________________________________  
 
       By: 
________________________________  
        Attorney-In-Fact 
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INSURANCE REQUIREMENTS 
 


Name of Insured: _________________________________________________________  
 
Description of Work: _____________________________________________________  
 
Location of Work: ________________________________________________________  
 
              Expected Dates 


Coverage Needed 
        Minimum 
Kind of Insurance     Coverage     from    To___ 
 
Workers' Compensation     Legal Amount   ______   ______ 
 
General Public Liability and Property 
  Damage, Including Vehicle Coverage: 
 
 Bodily Injury - Each Person   $500,000     ______   ______ 
 
 Bodily Injury - Each Accident  $500,000     ______   ______ 
 
 Property Damage - Each Person  $200,000     ______   ______ 
 
 Property Damage - Aggregate Limit $200,000     ______   ______ 
 
Builder's Risk (If Required)   Full Coverage ______   ______ 
 
Note:  This covers all motor-driven vehicles such as cars, trucks, graders, 
etc. 
 
 In the event of any material change or cancellation of said policies, 
the company will give fifteen (15) days' written notice to 
_______________________________________________________, Owner. 
 
 Statements such as "will endeavor" and "but failure to notify Owner 
shall impose no obligation or liability of any kind upon the company" shall 
not be allowed. 
 
 Coverage shall be indicated by checking all boxes applicable.  
Insurance shall cover any hazards involved with the planned construction.  
Special coverage for blasting operations shall be listed separately on the 
certificates. 
 
 The Owner shall be listed as the certificate holder. 
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www.wdol.gov 
INSERT WAGE RATES HERE 


 
 


See Section 10, Form 5.1 
Davis-Bacon Determination Request Form 


 
(Must be submitted to ODOC for documentation and approval.) 


 
Federal Labor Standards Provisions http://www.hud.gov/offices/adm/hudclips/forms/files/4010.pdf 
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EQUAL OPPORTUNITY PROVISIONS 
 
I. ACTIVITIES AND CONTRACTS NOT SUBJECT TO EXECUTIVE ORDER 11246, AS 


AMENDED (APPLICABLE TO FEDERALLY-ASSISTED CONSTRUCTION CONTRACTS AND 
RELATED SUBCONTRACTS $10,000 AND UNDER): 


 
 During the performance of this contract, the Contractor agrees as 


follows: 
 
 A. The Contractor shall not discriminate against any employee or 


applicant for employment because of race, color, religion, sex 
or national origin.  The Contractor shall take affirmative 
action to ensure that applicants for employment are employed and 
that employees are treated during employment without regard to 
their race, color, religion, sex or national origin.  Such action 
shall include but not be limited to the following:  Employment, 
upgrading, demotion, transfer, recruitment or recruitment 
advertising, layoff or termination, rates of pay or other forms 
of compensation and selection for training, including 
apprenticeship. 


 
 B. The Contractor shall post in conspicuous places, available to 


employees and applicants for employment, notices to be provided 
by the Contracting Officer setting forth the provisions of this 
non-discrimination clause.  The Contractor shall state that all 
qualified applicants will receive consideration for employment 
without regard to race, color, religion, sex or national origin. 


 
II. EXECUTIVE ORDER 11246 (CONTRACTS/SUBCONTRACTS ABOVE $10,000): 
 
 A. Section 202 - Equal Opportunity (EEO) Clause:  During the per-


formance of this contract, the Contractor agrees as follows: 
 
  1. The Contractor will not discriminate against any employee 


or applicant for employment because of race, color, 
religion, sex, national origin, disability or covered 
veteran status.  The Contractor will take affirmative 
action to ensure that applicants are employed and that 
employees are treated during employment without regard to 
their race, color, religion, sex, national origin, 
disability or covered veteran status.  Such action shall 
include but not be limited to the following:  Employment, 
upgrading, demotion, transfer, recruitment or recruitment 
advertising, layoff or termination, rates of pay or other 
forms of compensation and selection for training, including 
apprenticeship.  The Contractor agrees to past in con-
spicuous places, available to employees and applicants for 
employment, notices to be provided setting forth the 
provisions of this non-discrimination clause. 
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  2. The Contractor will, in all solicitations or advertisements 
for employment placed by or on behalf of the Contractor, 
state that all qualified applicants will receive 
consideration without regard to race, color, religion, sex, 
national origin, disability or covered veteran status. 


 
  3. The Contractor will send to each labor union or 


representative of workers with which it has a collective 
bargaining agreement or other contract or understanding a 
notice to be provided by the Contract Compliance Officer 
advising the said labor union or workers' representatives 
of the Contractor's commitment under this section and shall 
post copies of the notice in conspicuous places available 
to employees and applicants for employment. 


 
  4. The Contractor will comply with all provisions of Executive 


Order 11246 of September 24, 1965, and of the rules, 
regulations and relevant orders of the Secretary of Labor. 


 
  5. The Contractor will furnish all information and reports 


required by Executive Order 11246 of September 24, 1965, 
and by rules and regulations and orders of the Secretary 
or Labor, or pursuant thereto, and will permit access to 
its books, records and accounts by ODOC and the Secretary 
of Labor for purposes of investigation and to ascertain 
compliance with such rules, regulations and orders. 


 
  6. In the event of the Contractor's non-compliance with the 


non-discrimination clauses of this contract or with any of 
the said rules, regulations or orders, this contract may 
be cancelled, terminated or suspended, in whole or in part, 
and the Contractor may be declared ineligible for further 
government contracts in accordance with procedures 
authorized in Executive Order 11246 of September 24, 1965, 
or by rule, regulation or order of the Secretary of Labor 
or as otherwise provided by law. 


 
  7. The Contractor will include the provisions of the sentence 


immediately preceding paragraph II.A.1. and the provisions 
of paragraphs II.A.1.-7. In every subcontract or purchase 
order unless exempted by rules, regulations or orders of 
the Secretary of Labor issued pursuant to Section 204 of 
Executive Order 11246 of September 24, 1965, so that such 
provisions will be binding upon each subcontractor or 
vendor.  The Contractor will take such action with respect 
to any subcontract or purchase order as ODOC may direct as 
a means of enforcing such provisions, including sanctions 
for non-compliance, provided, however, that in the event 
a Contractor becomes involved in or is threatened with 
litigation with a subcontractor or vendor as a result of 
such direction by ODOC, the Contractor may request the 
United States to enter into such litigation to protect the 
interest of the United States. 
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B. Notice of Requirement For Affirmative Action to 
Ensure EEO (Executive Order 11246) (Applicable to 
Contracts/Subcontracts Exceeding $10,000: 


 
  1. The offeror's or bidder's attention is called to the "Equal 


Opportunity Clause" and the "Standard Federal Equal 
Employment Opportunity Construction Contract Speci-
fications" set forth herein. 


 
  2. Goals and Timetables: Contractor must make good faith 


efforts to meet their AA goals for employment of minorities 
and women in the construction industry. 


 
   a. The goals and timetables for minority and female 


participation, expressed in percentage terms, for the 
Contractor's aggregate work force in each trade on 
all construction work in the covered area are as 
follows: 


 
    __________________________________________________ 
 
       Goals for     Goals for 
       Minority       Female 
     Participation   Participation 
     For Each Trade   For Each Trade 
    __________________________________________________ 
 
      6.9%     6.9% 
    __________________________________________________ 
 
   b. These goals are applicable to all the Contractor's 


construction work (whether or not it is Federal or 
federally assisted) performed in the covered area.  
If the Contractor performs construction work in a 
geographic area located outside the covered area, it 
shall apply the goals established for such geographic 
area where the work is actually performed.  With 
regard to this second area, the Contractor is also 
subject to the goals for both its federally involved 
and non-Federally-involved construction. 


 
   c. The Contractor's compliance with the Executive Order 


and the regulations in 41 CFR 60-4 shall be based on 
its implementation of the Equal Opportunity Clause, 
specific affirmative action obligations required by 
the specifications set forth in 41 CFR 60-4.3(a) and 
its efforts to meet the goals established for the 
geographical area where the contract resulting from 
this solicitation is to be performed.  The hours of 
minority and female employment and training must be 
substantially uniform throughout the length of the 
contract and in each trade and the Contractor shall 
make a good faith effort to employ minorities and 
women evenly on each of its projects.  The transfer 
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of minority or female employees or trainees from 
contractor to contractor or from project to project 
for the sole purpose of meeting the Contractor's 
goals shall be a violation of the contract, the 
Executive Order and the regulations in 41 CFR 60-4.  
Compliance with the goals will be measured against 
the total work hours performed. 


 
  3. The Contractor shall provide written notification to the 


Director of the Office of Federal Contract Compliance 
Programs within 10 working days of award of any 
construction subcontract in excess of $10,000 at any tier 
for construction work under the contract resulting from 
this solicitation.  The notification shall list the name, 
address and telephone number of the subcontractor, employer 
identification number of the subcontractor, estimated 
dollar amount of the subcontract, estimated starting and 
completion dates of the subcontract and the geographical 
area in which the contract is to be performed. 


 
  4. As used in this notice and in the contract resulting from 


this solicitation, the "covered area" is (insert descrip-
tion of the geographical areas where the contract is to be 
performed, giving the State, County and City, if any). 


 
 C. Standard Federal EEO Construction Contract Specifications 


(Executive Order 11246): 
 
  1. As used in these specifications: 
 
   a. "Covered area" means the geographical area described 


in the solicitation from which this contract 
resulted; 


 
   b. "Director" means Director, Office of Federal Contract 


Compliance Programs, United States Department of 
Labor or any person to whom the Director delegates 
authority; 


 
   c. "Employer identification number" means the Federal 


Social Security number used on the Employer's Quar-
terly Federal Tax Return, U.S. Treasury Department 
Forms 941; 


 
   d. "Minority" includes: 
 
    (1) Black:  All persons having origins in any of 


the black racial groups of Africa; 
 
    (2) Asians:  All persons having origins in any of 


the original peoples of the Far East, Southeast 
Asia, or the Indian Subcontinent including 
Cambodia, China, India, Japan, Korea, Malaysia, 
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Pakistan, the Philippine Islands, Thailand and 
Vietnam; 


 
    (3) American Indian or Alaskan Natives:  All persons 


having origins in any of the original peoples 
of North and South America (including Central 
America) and maintaining identifiable tribal 
affiliations through membership and 
participation or community identification; 


 
(4) Native Hawaiian or Other Pacific Islanders:  All 


persons having origins in any of the original 
peoples of Hawaii, Guam, Samoa, or other Pacific 
Islands; 


 
(5) Whites:  All persons having origins in any of 


the original peoples of Europe, the Middle East 
or North Africa; 


 
(6) American Indian/Alaskan Native & White:  All 


persons having origins in any of the original 
peoples of North and South America (including 
Central America) and maintaining identifiable 
tribal affiliations through  membership and 
participation or community identification, and, 
having origins in any of the original peoples 
of Europe, the Middle East or North Africa; 


 
(7) Asian  White:  All persons having origins in 


any of the original peoples of the Far East, 
Southeast Asia, or the Indian Subcontinent 
including Cambodia, China, India, Japan, Korea, 
Malaysia, Pakistan, the Philippine Islands, 
Thailand and Vietnam, and, having origins in 
any of the original peoples of Europe, the 
Middle East or North Africa; 


 
(8) Black/African American & White:  All persons 


having origins in any of the black racial groups 
of Africa, and, having origins in any of the 
original peoples of Europe, the Middle East or 
North Africa; 


 
 


(9) American Indian/Alaskan Native & Black:  All 
persons having origins in any of the original 
peoples of North and South America (including 
Central America) and maintaining identifiable 
tribal affiliations through  membership and 
participation or community identification, and, 
having origins in any of the black racial groups 
of Africa; 
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(10) Other Multi-Racial:  Any other multi-racial 
groups not mentioned; 


 
(11) Hispanics or Latinos:  All persons of Cuba, 


Mexican, Puerto Rican, South or Central 
American, or other Spanish cultures or origins, 
regardless of race. 


 
(12) Not Hispanics or Latinos:  All persons not of 


Cuban, Mexican, Puerto Rican, South or Central 
American, or other Spanish cultures or origins, 
regardless of race. 


 
  2. Whenever the Contractor or any subcontractor at any tier 


subcontracts a portion of the work involving any 
construction trade, it shall physically include in each 
subcontract in excess of $10,000 the provisions of these 
specifications and the notice which contains the applicable 
goals for minority and female participation and which is 
set forth in the solicitations from which this contract 
resulted. 


 
  3. If the Contractor is participating (pursuant to 41 CFR 60-


4.5) in a Hometown Plan approved by the U.S. Department of 
Labor in the covered area, either individually or through 
an association, its affirmative action obligations on all 
work in the Plan area (including goals and timetables) 
shall be in accordance with that Plan for those trades 
which have unions participating in the Plan.  Contractors 
must be able to demonstrate their participation in and 
compliance with the provisions of any such Hometown Plan.  
Each Contractor or subcontractor participating in an 
approved Plan is individually required to comply with its 
obligations under the EEO Clause and under the Plan in each 
trade in which it has employees.  The overall good faith 
performance by other contractors or subcontractors toward 
a goal in an approved Plan does not excuse any covered 
Contractor's or subcontractor's failure to make good faith 
efforts to achieve the Plan goals and timetables. 


 
  4. The Contractor shall implement the specific affirmative 


action standards provided in paragraphs II.C.7.a.-p. of 
these specifications.  The goals set forth in the 
solicitation from which this contract resulted are 
expressed as percentages of the total hours of employment 
and training of minority and female utilization the 
Contractor should reasonably be able to achieve in each 
construction trade in which it has employees in the covered 
area.  Covered construction Contractors performing 
contracts in geographical areas where they do not have a 
Federal or Federally assisted construction contract shall 
apply the minority and the female goals established for 
the geographic area where the contract is being performed.  
Goals are published periodically in the Federal Register 
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in notice form and such notices may be obtained from any 
Office of Federal Contract Compliance Programs office or 
from Federal procurement contracting officers.  The 
Contractor is expected to make substantially uniform 
progress in meeting its goals in each craft during the 
period specified. 


 
  5. Neither the provisions of any collective bargaining 


agreement nor the failure by a union with whom the 
Contractor has a collective bargaining agreement to refer 
either minorities or women shall excuse the Contractor's 
obligations under these specifications, Executive Order 
11246 nor the regulations promulgated pursuant thereto. 


 
  6. In order for the non-working training hours of the 


apprentices and trainees to be counted in meeting the 
goals, such apprentices and trainees must be employed by 
the Contractor during the training period and the 
Contractor must have made the commitment to employ the 
apprentices and the trainees at the completion of their 
training, subject to the availability of employment 
opportunities.  Trainees must be trained pursuant to 
training programs approved by the U.S. Department of Labor. 


 
  7. The Contractor shall take specific affirmative actions to 


ensure equal employment opportunity.  The evaluation of 
the Contractor's compliance with these specifications 
shall be based upon its efforts to achieve maximum results 
from its actions.  The Contractor shall document these 
efforts fully and shall implement affirmative action steps 
at least as extensive as the following: 


 
   a. Ensure and maintain a working environment free of 


harassment, intimidation or coercion at all sites and 
in all facilities at which the Contractor's employees 
are assigned to work.  The Contractor, where 
possible, will assign two or more women to each 
construction project.  The Contractor shall 
specifically ensure that all foremen, superintendents 
and other on-site supervisory personnel are aware of 
and carry out the Contractor's obligation to maintain 
such working environment, with specific attention to 
minority or female individuals working at such sites 
or in such facilities; 


 
   b. Establish and maintain a current list of minority and 


female recruitment sources, provide written 
notification to minority and female recruitment 
sources and to community organizations when the 
Contractor or its unions have employment opportuni-
ties available and maintain a record of the organi-
zation's responses; 
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   c. Maintain a current file of the names, addresses and 
telephone number of each minority and female off-the-
street applicant and minority or female referral from 
a union, a recruitment source or a community 
organization and of what action was taken with 
respect to each such individual.  If such individual 
was sent to the union hiring hall for referral and 
was not referred back to the Contractor by the union 
or, if referred, not employed by the Contractor, this 
shall be documented in the file with the reason 
therefore, along with whatever additional actions the 
Contractor may have taken. 


 
   d. Provide immediate written notification to the 


Director when the union or unions with which the 
Contractor has a collective bargaining agreement has 
not referred to the Contractor a minority person or 
woman sent by the Contractor or when the Contractor 
has other information that the Union referral process 
has impeded the Contractor's efforts to meet its 
obligation. 


 
   e. Develop on-the-job training opportunities and/or 


participate in training programs for the area which 
expressly include minorities and women, including 
upgrading programs and apprenticeship and trainee 
programs relevant to the Contractor's employment 
needs, especially those programs funded or approved 
by the U.S. Department of Labor.  The Contractor 
shall provide notice of these programs to the sources 
compiled under II.C.7.b. above. 


 
   f. Disseminate the Contractor's EEO policy by providing 


notice of the policy to unions and training programs 
and requesting their cooperation in assisting the 
Contractor in meeting its EEO obligations by 
including it in any policy manual and collective 
bargaining agreement, by publicizing it in the 
company newspaper, annual report, etc., by specific 
review of the policy with all management personnel 
and with all minority and female employees at least 
once a year and by posting the company EEO policy on 
bulletin boards accessible to all employees at each 
location where construction work is performed. 


 
   g. Conduct at least an annual review of the company's 


EEO policy and affirmative action obligations under 
these specifications with all employees having any 
responsibility for hiring, assignment, layoff, 
termination or other employment decisions, including 
specific review of these items with on-site 
supervisory personnel such as superintendents, 
general foremen, etc., prior to the initiation of 
construction work at any job site.  A written record 
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shall be made and maintained identifying the time and 
place of these meetings, persons attending, subject 
matter discussed and disposition of the subject 
matter. 


 
   h. Disseminate the Contractor's EEO policy externally 


by including it in any advertising in the news media, 
and providing written notification to and discussing 
the Contractor's EEO policy with other contractors 
and subcontractors with whom the Contractor does or 
anticipates doing business; 


 
   i. Direct its recruitment efforts, both oral and 


written, to minority, female and community organ-
izations, to schools with minority and female 
students and to minority and female recruitment and 
training organizations serving the Contractor's 
recruitment area and employment needs.  No later than 
one month prior to the date for the acceptance of 
applications for apprenticeship or other training by 
any recruitment source, the Contractor shall send 
written notification to organizations such as the 
above, describing the openings, screening procedures 
and tests to be used in the selection process; 


 
   j. Encourage present minority and female employees to 


recruit other minority persons and women and, where 
reasonable, provide after school, summer and vacation 
employment to minority and female youth on the site 
and in other areas of a Contractor's work force; 


 
   k. Validate all tests and other selection requirements 


where there is an obligation to do so under 41 CFR 
60-3; 


 
   l. Conduct at least an annual inventory and evaluation 


of all minority and female personnel for promotional 
opportunities and encourage these employees to seek 
or to prepare for such opportunities through 
appropriate training, etc. 


 
   m. Ensure that seniority practices, job classifications, 


work assignment and other personnel practices do not 
have a discriminatory effect by continually 
monitoring all personnel and employment-related 
activities to ensure that the EEO policy and the 
Contractor's obligations under these specifications 
are being carried out; 


 
   n. Ensure that all facilities and company activities are 


non-segregated except that separate or single-user 
toilets and necessary changing facilities shall be 
provided to assure privacy between the sexes; 
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   o. Document and maintain a record of all solicitations 
of offers for subcontracts from minority and female 
construction contractors and suppliers, including 
circulation of solicitations to minority and female 
contractor associations and other business associ-
ations; 


 
   p. Conduct an annual review of all supervisors' adher-


ence to and performance under the Contractor's EEO 
policies and affirmative action obligations. 


 
  8. Contractors are encouraged to participate in voluntary 


associations which assist in fulfilling one or more of 
their affirmative action obligations (II.C.7.a.-p.).  The 
efforts of a contractor association, joint contractor-
union, contractor-community or other similar group of which 
the Contractor is a member and participant may be asserted 
as fulfilling any one or more of its obligations under 
II.C.7.a.-p. of these specifications, provided the 
Contractor actively participates in the group, makes every 
effort to assure that the group has a positive impact on 
the employment of minorities and women in the industry, 
ensures that the concrete benefits of the program are 
reflected in the Contractor's minority and female work 
force participation, makes a good faith effort to meet its 
individual goals and timetables and can provide access to 
documentation which demonstrates the effectiveness of 
actions taken on behalf of the Contractor.  The obligation 
shall not be a defense for the Contractor's non-compliance. 


 
  9. A single goal for minorities and a separate single goal 


for women have been established.  The Contractor, however, 
is required to provide equal employment opportunity and to 
take affirmative action for all minorities groups, both 
male and female, and all women, both minority and non-
minority.  Consequently, the Contractor may be in violation 
of the Executive Order if a particular group is employed 
in a substantially disparate manner (for example, even 
though the Contractor has achieved its goals for women, 
generally, the Contractor may be in violation of the 
Executive Order if a specific minority group of women is 
under-utilized). 


 
  10. The Contractor shall not use the goals and timetables or 


affirmative action standards to discriminate against any 
person because of race, color, religion or national origin. 


 
  11. The Contractor shall not enter into any subcontract with 


any person or firm debarred from government contract 
pursuant to Executive Order 11246. 


 
  12. The Contractor shall carry out such sanctions and penalties 


for violation of these specifications and of the Equal 
Opportunity Clause, including suspension, termination and 
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cancellation of existing subcontractors, as may be imposed 
or ordered pursuant to Executive Order 11246, as amended, 
and its implementing regulations, by the Office of Federal 
Contract Compliance Programs.  Any Contractor who fails to 
carry out such sanctions and penalties shall be in 
violation of these specifications and Executive Order 
11246, as amended. 


 
  13. The Contractor, in fulfilling its obligations under these 


specifications, shall implement specific affirmative 
action steps, at least as extensive as those standards 
prescribed in paragraph II.C.7 of these specifications, so 
as to achieve maximum results from its efforts to ensure 
equal employment opportunity.  If the Contractor fails to 
comply with the requirements of the Executive Order, the 
implementing regulations or these specifications, the 
Director shall proceed in accordance with 41 CFR 60-4.8. 


 
  14. The Contractor shall designate a responsible official to 


monitor all employment-related activity to ensure that the 
company EEO policy is being carried out, to submit reports 
relating to the provisions hereof as may be required by 
the government and to keep records.  Records for each 
employee shall include at least the name; address; 
telephone number; construction trade; union affiliation, 
if any; employee identification number, where assigned; 
social security number; race; sex; status, e.g., mechanic, 
apprentice trainee, helper or laborer; dates of changes in 
status; hours worked per week in the indicated trade; rate 
of pay and location at which the work was performed.  
Records shall be maintained in an easily understandable 
and retrievable form; however, to the degree that existing 
records satisfy this requirement, Contractors shall not be 
required to maintain separate records. 


 
  15. Nothing herein provided shall be construed as a limitation 


upon the application of other laws which establish 
different standards of compliance or upon the application 
of requirements for the hiring of local or other area 
residents, e.g., those under the Public Works Employment 
Act of 1977 and the Community Development Block Grant 
Program. 


 
III. CERTIFICATION OF NON-SEGREGATED FACILITIES (OVER $10,000): 
 
 By submission of this bid, the bidder, offeror, applicant or 


subcontractor certifies that (s)he does not maintain or provide for 
his/her employees any segregated facility at any of his/her 
establishments and that (s)he does not permit employees to perform 
their services at any location under his/her control where segregated 
facilities are maintained.  (S)he certifies further that (s)he will 
not maintain or provide for employees any segregated facilities at 
any of his/her establishments and (s)he will not permit employees to 
perform their services at any location under his/her control where 
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segregated facilities are maintained.  The bidder, offeror, applicant 
or subcontractor agrees that a breach of this certification is a 
violation of the Equal Opportunity Clause of this contract.  As used 
in this certification, the term "segregated facilities" means any 
waiting rooms, work areas, restrooms and washrooms, restaurants or 
other eating areas, time clocks, locker rooms and other storage or 
dressing areas, parking lots, drinking fountains, recreation or 
entertainment areas, transportation and housing facilities provided 
for employees which are segregated on the basis of race, color or 
religion or are, in fact, segregated on the basis of race, color, 
religion or otherwise.  (S)he further agrees that, except where (s)he 
has obtained identifiable certifications from proposed subcontractors 
for specific time periods, (s)he will obtain identical certification 
from proposed subcontractors prior to the award of subcontracts 
exceeding $10,000, which are not exempt from the provisions of the 
Equal Opportunity Clause; that (she) will retain such certifications 
in his/her files; and that (s)he will forward the following notice to 
such proposed subcontractors, except where proposed subcontractors 
have submitted identical certifications for specific time periods. 


 
IV. CIVIL RIGHTS ACTION OF 1964: 
 
 Under Title VI of the Civil Rights Act of 1967, no person shall, on 


the grounds of race, color or national origin, be excluded from 
participation in, be denied the benefits of or be subjected to 
discrimination under any program or activity receiving Federal 
financial assistance. 


 
V. SECTION 109 OF THE HOUSING AND COMMUNITY DEVELOPMENT ACT OF 1974: 
 
 No person in the United States shall, on the grounds of race, color, 


national origin, religion or sex, be excluded from participation in, 
be denied the benefits of or be subjected to discrimination under any 
program or activity funded in whole or in part with funds made 
available under this Title. 


 
VI. "SECTION 3" COMPLIANCE IN THE PROVISION OF TRAINING, EMPLOYMENT AND 


BUSINESS OPPORTUNITIES: 
 
 A. The work to be performed under this contract is on a project 


assisted under a program providing direct Federal financial 
assistance from HUD and is subject to the requirements of Section 
3 of the Housing and Urban Development Act of 1968, as amended, 
12 USC §1701u.  Section 3 requires that, to the greatest extent 
feasible, opportunities for training and employment be given to 
lower-income residents of the project area and contracts for 
work in connection with the project be awarded to business 
concerns located in or owned in substantial part by persons 
residing in the area of the project. 


 
 B. The parties to this contract will comply with the provisions of 


said Section 3 and the regulations issued pursuant thereto by 
the Secretary of Housing and Urban Development set forth in 24 
CFR 134 and all applicable rules and orders of ODOC issued 
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thereunder prior to the execution of this contract.  The parties 
to this contract certify and agree that they are under no 
contractual or other disability that would prevent them from 
complying with these requirements. 


 
 C. The Contractor will send to each labor organization or repre-


sentative of workers with which it has a collective bargaining 
agreement or other contract or understanding, if any, a notice 
advising said labor organization or workers' representative of 
its commitments under this Section 3 clause and shall post copies 
of the notice in conspicuous places available to employees and 
applicants for employment or training. 


 
 D. The Contractor will include this Section 3 clause in every 


subcontract for work in connection with the project and will, 
at the direction of the applicant for or recipient of Federal 
financial assistance, take appropriate action pursuant to the 
subcontract upon a finding that the subcontractor is in 
violation of regulations issued by the Secretary of Housing and 
Urban Development, 24 CFR 135.  The Contractor will not 
subcontract with any subcontractor unless the subcontractor has 
first agreed to comply with the requirements of these 
regulations. 


 
 E. Compliance with the provisions of Section 3, the regulations set 


forth in 24 CFR 135 and all applicable rules and orders of ODOC 
issued hereunder prior to the execution of the contract shall 
be a condition of the Federal financial assistance provided to 
the project, binding upon the applicant or recipient for such 
assistance, its successor and assigns.  Failure to fulfill these 
requirements shall subject the applicant or recipient, its 
contractors or subcontractors, its successors and assigns to 
those sanctions specified by the grant or loan agreement or 
contract through which Federal assistance is provided and to 
such sanctions as are specified by 24 CFR 125. 


 
VII. SECTION 504 DISABLED (IF $2,500 OR OVER) - AFFIRMATIVE ACTION FOR 


DISABLED WORKERS 
 
 A. The Contractor will not discriminate against any employee or 


applicant for employment because of physical or mental 
disability in regard to any position for which the employee or 
applicant for employment is qualified.  The Contractor agrees 
to take affirmative action to employ, advance in employment and 
otherwise treat qualified disabled individuals without 
discrimination based upon their physical or mental disability 
in all demotion or transfer, recruitment, advertising, layoff 
or termination, rates of pay or other forms of compensation and 
selection for training, including apprenticeship. 


 
 B. The Contractor agrees to comply with the rules, regulations and 


relevant orders of the Secretary of Labor issued pursuant to the 
Act. 
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 C. In the event of the Contractor's non-compliance with the 
requirements of this clause, actions for non-compliance may be 
taken in accordance with the rules, regulations and relevant 
orders of the Secretary of Labor issued pursuant to the Act. 


 
 D. The Contractor agrees to post in conspicuous places available 


to employees and applicants for employment notice in a form to 
be prescribed by the Director, provided by or through the 
contracting officer.  Such notices shall state the Contractor's 
obligation under the law to take affirmative action to employ 
and advance in employment qualified disabled employees and 
applicants for employment and protect the rights of those 
applicants and employees. 


 
 E. The Contractor will notify each labor union or representative 


of workers with which it has a collective bargaining agreement 
or other contract or understanding that the Contractor is bound 
by the terms of Section 503 of the Rehabilitation Act of 1973 
and is committed to taking affirmative action to employ and 
advance in employment physically and mentally disabled 
individuals. 


 
 F. The Contractor will include the provisions of this clause in 


every subcontract or purchase order of $2,500 or more unless 
exempted by rules, regulations or orders of the Secretary issued 
pursuant to Section 503 of the Act so such provisions will be 
binding upon each subcontractor or vendor.  The Contractor will 
take such action with respect to any subcontract or purchase 
order as the Director of the Office of Federal Contract 
Compliance Programs may direct to enforce such provision, 
including action for non-compliance. 


 
VIII. AGE DISCRIMINATION ACT OF 1975 
 
 No person in the United States shall be excluded from participation 


in, be denied the benefits of or be subjected to discrimination under 
any program or activity receiving Federal financial assistance because 
of age. 


 
IX. SECTION 402, VETERANS OF THE VIETNAM ERA (IF $10,000 OR OVER) - 


AFFIRMATIVE ACTION FOR DISABLED VETERANS AND VETERANS OF THE VIETNAM 
ERA 


 
 A. The Contractor will not discriminate against any employee or 


applicant for employment because he or she is a disabled veteran 
or veteran of the Vietnam Era in regard to any position for 
which the employee or applicant for employment is qualified.  
The Contractor agrees to take affirmative action to employ, 
advance in employment and otherwise treat qualified disabled 
veterans and veterans of the Vietnam Era without discrimination 
based upon their disability or veteran status in all employment 
practices such as employment, upgrading, demotion or transfer, 
recruitment, advertising, layoff or termination, rates of pay 
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or other forms of compensation and selection for training, 
including apprenticeship. 


 
 B. The Contractor agrees that all suitable employment openings of 


the Contractor which exist at the time of the execution of this 
contract and those which occur during the performance of this 
contract, including those not generated by this contract and 
including those occurring at an establishment of the Contractor 
other than the one wherein the contract is being performed but 
excluding those of independently-operated corporate affiliates, 
shall be listed at an appropriate local office of the State 
employment service system wherein the opening occurs.  The 
Contractor further agrees to provide such reports to such local 
office regarding employment opportunities as may be required. 


 
 C. Listing of employment openings with the employment service 


system pursuant to this clause shall be made at least concur-
rently with the use of any other recruitment source or effort 
and shall involve the normal obligations which attach to the 
placing of a bona fide job order, including the acceptance of 
referrals of veterans and non-veterans.  The listing of 
employment openings does not require the hiring of any parti-
cular job applicant or any job applicant from any particular 
group of applicants and nothing herein is intended to relieve 
the Contractor from any requirements of Executive Orders or 
regulations regarding non-discrimination in employment. 


 
 D. The reports required by paragraph B. of this clause shall include 


but not be limited to periodic reports which shall be filed at 
least quarterly with the appropriate local officer or, where the 
Contractor has more than one hiring location in a State, with 
the central office of that State employment service.  For each 
hiring location, such reports shall indicate: 


 
  1. The number of individuals hired during the reporting 


period; 
 
  2. The number of non-disabled veterans of the Vietnam Era 


hired; 
 
  3. The number of disabled veterans of the Vietnam Era hired; 


and 
 
  4. The total number of disabled veterans hired. 
 
  The reports should include covered veterans hired for on-the-


job training under 38 USC §1787.  The Contractor shall submit a 
report within thirty (30) days after the end of each reporting 
period wherein any performance is made on this contract 
identifying data for each hiring location.  The Contractor shall 
maintain at each hiring location copies of the reports submitted 
until the expiration of one year after final payment under the 
contract, during which time these reports and related 
documentation shall be made available, upon request, for 
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examination by any authorized representatives of the contracting 
officer or of the Secretary of Labor.  Documentation would 
include personnel records respecting job openings, recruit and 
placement. 


 
 E. Whenever the Contractor becomes contractually bound to the 


listing provision of this clause, it shall advise the employment 
service system in each State where it has establishments of the 
name and location of each hiring location in the State.  As long 
as the Contractor is contractually bound to these provisions and 
has so advised the State system, there is no need to advise the 
State system of subsequent contracts.  The Contractor may advise 
the State system when it is no longer bound by this contract 
clause. 


 
 F. This clause does not apply to the listing of employment openings 


that occur and are filled outside the 50 States, the District 
of Columbia, Puerto Rico, Guam and the Virgin Islands. 


 
 G. The Contractor agrees to comply with the rules, regulations and 


relevant orders of the Secretary of Labor issued pursuant to the 
Act. 


 
 H. In the event of the Contractor's non-compliance with the 


requirements of this clause, actions for non-compliance may be 
taken in accordance with the rules, regulations and relevant 
orders of the Secretary of Labor issued pursuant to the Act. 
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 I. The Contractor agrees to post in conspicuous places available 
to employees and applicants for employment notices in a form to 
be prescribed by the Director, provided by or through the 
contracting officer.  Such notices shall state the Contractor's 
obligation under the law to take affirmative action to employ 
and advance in employment qualified disabled veterans and 
veterans of the Vietnam Era for employment and to protect the 
rights of those applicants and employees. 


 
 J. The Contractor will notify each labor union or representative 


of workers with which it has a collective bargaining agreement 
or other understanding that the Contractor is bound by the terms 
of the Vietnam Era Veterans Readjustment Assistance Act and is 
committed to taking affirmative action to employ and advance in 
employment qualified disabled veterans and veterans of the 
Vietnam Era. 


 
 K. The Contractor will include the provisions of this clause in 


every subcontract or purchase order of $10,000 or more unless 
exempted by rules, regulations or orders of the Secretary issued 
pursuant to the Act so such provisions will be binding upon each 
subcontractor or vendor.  The Contractor will take such action 
with respect to any subcontract or purchase order as the Director 
of the Office of Federal Contract Compliance Programs may direct 
to enforce such provisions, including action for non-compliance. 
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STATE OF OKLAHOMA 
HOLD HARMLESS CLAUSE 


 
 
Contractor shall, within limitations placed on such entitles by State law, 
save harmless the State of Oklahoma, its agents, officers and employees 
from all claims and actions and all expenses defining same that are brought 
as a result of any injury or damage sustained by any person or property in 
consequence of any act or omission by the Contractor.  Contractor shall, 
within limitations placed on such entities by State law, save harmless the 
State of Oklahoma, its agents, officer and employees from any claim or 
amount recovered as a result of infringement of patent, trademark or 
copyright or from any claim or amounts arising or recovered under Workers' 
Compensation law or any other law.  In any agreement with any subcontractor 
or any agent for Contractor, Contractor will specify that such 
subcontractors or agents shall hold harmless the State of Oklahoma, its 
agents, officers and employees for all the hereinbefore-described expenses, 
claims action or amounts recovered. 
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CERTIFICATION OF COMPLIANCE WITH AIR AND WATER ACTS 
 


(Applicable to Federally-assisted construction contracts and related 
subcontracts exceeding $100,000.) 
 
Compliance with Air and Water Acts 
 
During the performance of this contract, the Contractor and all 
subcontractors shall comply with the requirements of the Clean Air Act, as 
amended (42 USC §§1857, et seq.), the Federal Water Pollution Control Act, 
as amended (33 USC §§1251, et seq.) and the regulations of the Environmental 
Protection Agency (EPA) with respect thereto at 40 CFR 15, as amended. 
 
In addition to the foregoing requirements, all non-exempt contractors and 
subcontractors shall furnish to the Owner, the following: 
 
1. A stipulation by the Contractor or subcontractors that any facility 


to be utilized in the performance of any non-exempt contract or 
subcontract is not listed on the List of Violating Facilities issued 
by the EPA pursuant to 40 CFR 15.20. 


 
2. Agreement by the Contractor comply wit all the requirements of Section 


114 of the Clean Air Act, as amended (42 USC §1857c-8) and Section 
308 of the Federal Water Pollution Control Act, as amended (33 USC 
§1318) relating to inspection, monitoring, entry, reports and 
information, as well as all other requirements specified in Section 
114 and Section 308 and all regulations and guidelines issued 
thereunder. 


 
3. A stipulation that as a condition for the award of the contract, 


prompt notice will be given of any notification received from the 
Director, Office of Federal Activities, EPA, indicating that a 
facility utilized or to be utilized for the contract is under 
consideration to be listed on the EPA list of Violating Facilities. 


 
4. Agreement by the Contractor that he will include or cause to be 


included by the criteria and requirements in paragraphs 1-4 of this 
section in every non-exempt subcontract and will take such action as 
the government may direct as a means of enforcing such provisions. 
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SPECIAL CONDITIONS PERTAINING TO 
HAZARDS, SAFETY STANDARDS AND ACCIDENT PREVENTION 


 
 
1. Lead-Based Paint Hazards (Applicable to Contract for Construction or 


Rehabilitation of Residential Structures:  The construction or 
rehabilitation of residential structures is subject to the U.S. 
Department of Housing and Urban Development Lead-Based Paint 
regulations, 24 CFR 35.  The Contractor and subcontractors shall 
comply with the provisions for the elimination of lead-based paint 
hazards under Subpart B of said regulations.  The owner will be 
responsible for the inspections and certifications required under 
Section 35.14(f) thereof. 


 
2. Use of Explosives (Modify as Required): 
 
 a. When the use of explosives is necessary for the performance of 


the work, the Contractor shall observe all local, State and 
Federal laws in purchasing and handling explosives.  The 
Contractor shall take all necessary precautions to protect 
completed work, neighboring property, waterlines or other 
underground structures.  Where there is danger to structures or 
property from blasting, the charges shall be reduced and the 
material shall be covered with suitable timber, steel or rope 
mats. 


 
 b. At least eight (8) hours before blasting is done, the Contractor 


shall notify all owners of public utility property of the intent 
to use explosives close to such property.  Any supervision or 
direction of use of explosives by the engineer does not in any 
reduce the responsibility of the Contractor or his surety for 
damages that may be caused by such use. 
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EXHIBIT C 
 


(Use the address below for projects in Oklahoma) 
 
 
To: Director, Office of Federal Contract Compliance Programs 
 U.S. Department of Federal Contract Compliance Programs 
 U.S. Department of Labor (DOL) 
 Washington, DC 
 
 
We submit the following information relative to a construction contract in 
excess of $10,000: 
 
1. Contractor's Name: _________________________________________________ 
 
 Address: ___________________________________________________________ 
 
 Telephone Number: __________________________________________________ 
 
 Employer's Identification Number: __________________________________ 
 
 
2. Contract for: $_____________________________________________________ 
 
 Starting Date: ________________  Completion Date: __________________ 
 
 Contract Number: ______________  City: _____________________________ 
 
 DOL Region:  VI 
 
 
The Contractor is required to submit a completed copy of this page to the 
DOL upon issuance of the Notice to Proceed.  Form CC-257 is to be completed 
upon request by the DOL. 
 
 
FOR PROJECT IN OKLAHOMA, SEND TO: 
 
 Association Regional Administrator 
 USDL/OFCCP 
 555 Griffin Square Building 
 Room 506 
 Dallas, TX 75202 
 Telephone 214-767-4771 
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RELEASE OF CLAIMANTS 
 
 


Date:  __________________________ 
 
Project: __________________________ 
 
  __________________________ 
 
 
 
 
 
Dear Sir: 
 
 I hereby acknowledge receipt of ____________________________________ 
______________________________________ dollars ($_______________________) 
in full payment of my contract dated ____________________ for improvement 
work which I did for you and which is described in my contract. 
 
 I certify that I have paid in full for all materials purchased and 
all labor employed in the performance of this contract and that there are 
no claims against me as an employer under this contract on account of 
injuries sustained by workmen employed by me thereunder.  I hereby release 
you from any claims arising by virtue of this contract. 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
       Sincerely, 
 
 
 
       ___________________________________ 
       Contractor 


WARNING 
 


The making of any false statement or misrepre-
sentation herein may be a crime punishable under 
Title 18 USC §1001, which provides in part:  
"Whoever, in any matter within the jurisdiction 
of any department or agency of the United States 
knowingly and willfully…makes any false, 
fictitious or fraudulent statement or 
representation, or makes or uses any false 
writing or document knowing the same to contain 
any false, fictitious or fraudulent statement 
or entry, shall be fined no more than $10,000 
or imprisoned not more than five years, or 
both." 
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Section 3 Plan 


*This form must be completed by all prime contractors and subcontractors with bid amounts over $100,000 and must be 
submitted with the bid.  


Bid Submitted from: ___________________________  For: _____________________________  ________ 


            Name of Business                              Project Being Bid         Date 


What is Section 3? Under Section 3 of the U.S. Department of Housing and Urban Development (HUD) Act of 1968; 
whenever financial assistance is given for housing or community development, to the greatest extent feasible, economic 
opportunities will he given to low income residents and businesses in that area. The project being bid has ODOC 
Community Development block Grant (CDBG) funding which is subject to Section 3 Requirements. Covered prime 
contractors and subcontractors are required to show a good faith effort to: 


A. Provide employment and training opportunities for Section 3 Residents. 


B.  Provide opportunities for Section 3 Businesses for supplies, services, and construction contracts needed to complete 
the project. 


Definition of a Section 3 Resident: A Section 3 Resident is any lower income individual residing in the Section 3 Project 
Area. 


Definition of Section 3 Project Area: For cities requesting bids, the Section 3 project area would be first consideration 
within city limits and second consideration within the county. For counties requesting bids, the Section 3 project area 
would be the county. 


Definition of a Section 3 Business: A business that meets at least one of the following criteria: (1) Majority ownership 
held by Section 3 Residents or (2) at least thirty percent (30%) of the permanent full-time employees are Section 3 
Residents or were within the first three (3) years of their employment with the business or three (3) more than twenty-five 
percent (25%) of the business’ work is subcontracted to a business that meets either of the first two conditions. 


Part I. Affirmative Action Plan for hiring and training Section 3 Residents: 


A. The total number of new hires I need for this project is _______. 


B.  Activities planned to meet Section 3 hiring objectives (check those applicable): 


(  ) Recruit through local advertising media (include phrase “equal opportunity employer” in ad). 


(   ) Recruit through signs placed at the project site. 


(  ) Recruit by contacting community service organizations serving the project site. 


(   ) Other. 


C.  The total number of my current employees I intend to use on this project is____. The number of these who would be 
considered Section 3 Residents is _______. 


D.  The total number of trainees I intend to use on this project is __________. The number of these trainees that would 
he considered lower income project area residents is ______. 


Part II.  Affirmative Action Plan for contracting with Section 3 Businesses: 


A. I will award _______contracts in connection with these project activities. 


B. The total estimated dollar value of these contracts is $________________ 


C. Of these contracts _______ will be awarded to Section 3 Businesses. 


D. The total estimated dollar value of contracts awarded to Section 3 Businesses is   $__________. 


I certify to the greatest extent possible I will hire and train Section 3 Residents and will obtain services, supplies 
and construction subcontracts from Section 3 Businesses. 


 


_____________________________________  ________________ 


Signature (Prime Contractor or Subcontractor)  Date 
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Examples of Efforts to Offer Training and Employment Opportunities to Section 3 Residents 
1. Entering into “first Source” hiring agreements with organizations representing Section 3 residents. 
2. Sponsoring a HUD-certified “Step-Up” employment and training program for Section 3 residents. 
3. Establishing training programs, which are consistent with the requirements of the Department of Labor, for 


public and Indian housing residents and other Section 3 residents in the building trades. 
4. Advertising the training and employment positions by distributing flyers (which identify the positions to be 


filled the qualifications required, and where to obtain additional information about the application process) 
to every occupied dwelling unit in the housing development or developments where category 1 or category 
2 persons (as these terms are defined in Sect. 135.34) reside. 


5. Advertising the training and employment positions by posting flyers (which identify the positions to be filled 
the qualifications required, and where to obtain additional information about the application process) in the 
common areas or other prominent areas of the housing development or developments.  For HAS, post such 
advertising in the housing development or developments where category 1 or category 2 persons reside; for 
all other recipients, post such advertising in the housing development or development and transitional housing 
in the neighborhood or service area of the Section 3 covered project. 


6. Contacting resident councils, resident management corporations, or other resident organizations, where they 
exist, in the housing development or developments where category 1 or category 2 persons reside, and 
community organizations in HUD-assisted neighborhoods, to request the assistance of these organizations in 
notifying residents of the training and employment positions to be filled. 


7. Sponsoring (scheduling, advertising, financing or providing in-kind services) a job informational meeting to 
be conducted by an HA or contractor representative or representatives at a location in the housing 
development or developments where category 1 or category 2 persons reside or in the neighborhood or 
service area of the Section 3 covered project. 


8. Arranging assistance in conducting job interviews and completing job applications for residents of the 
housing development or developments where Category 1 or Category 2 persons reside and in the 
neighborhood or service area in which Section 3 project is located. 


9. Arranging for a location in the housing development or developments where category 1 persons reside, or 
the neighborhood or service area of the project, where job applications may be delivered to and collected by 
a recipient or contractor representative or representatives. 


10. Conducting job interviews at the housing development or developments where category 1 or category 2 
persons reside, or at a location within the neighborhood or service area of the Section 3 covered project. 


11. Contacting agencies administering HUD Youthbuild programs and requesting their assistance in recruiting 
HUD Youthbuild program participants for the HA’s or contractor’s training and employment positions. 


12. Consulting with State and local agencies administering training programs funded through JTPA or JOBS, 
probation and parole agencies, unemployment compensation programs, community organizations and other 
officials or organizations to assist with recruiting Section 3 residents for the HA’s or contractor’s training 
and employment positions. 


13. Advertising the jobs to be filled through the local media, such as community television networks, newspapers 
of general circulation, and radio advertising. 


14. Employment a job coordinator, or contracting with a business concern that is licensed in the field of job 
placement that will undertake, on behalf of the HA, other recipient or contractor, the efforts to match eligible 
and qualified Section 3 residents with the training and employment positions that the HA or contractor intends 
to fill. 


15. For an HA employing Section 3 residents directly on either a permanent or a temporary basis to perform 
work generated by Section 3 assistance. (This type of employment is referred to as “force account labor” in 
HUD’s Indian housing regulations.  See 24 CFR 905.102 and Section 905.201(a)(6).) 


16. Where there are more qualified Section 3 residents than there are positions to be filled, maintaining a file of 
eligible qualified Section 3 residents for future employment positions. 


17. Undertaking job counseling, education and related programs in association with local educational institutions. 
18. Undertaking such continued job training efforts as may be necessary to ensure the continued employment of 


Section 3 residents previously hired for employment opportunities. 
19. After selection of bidders but prior to execution of contracts, incorporating into the contract a negotiated 


provision for a specific number of public housing or other section 3 resident to be training or employed on 
the Section 3 covered assistance. 


20. Coordinating plans and implementation of economic development (e.g., job training and preparation, 
business development assistance for residents) with the planning for housing and community development.  
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Examples of Efforts to Award Contracts to Section 3 Business Concerns 
 
1. Utilizing procurement procedure for Section 3 business concerns similar to those provided in 24 CFR Part 


905 for business concerns owned by Native Americans (see Section III of this Appendix). 
2. In determining the responsibility of potential contractors, consider their record of Section 3 compliance as 


evidenced by past actions and their current plans for the pending contract. 
3. Contacting business assistance agencies, minority contractors and community organizations to inform them 


of contracting opportunities and requesting their assistance in identifying Section 3 businesses which may 
solicit bids or proposals for contracts for work in connection with Section 3 covered assistance. 


4. Advertising contracting opportunities by posting notices, which provide general information, in the common 
areas or other prominent areas of the housing development or developments owned by and managed by the 
HA. 


5. For Has, contacting resident councils, resident management corporations, or other resident organizations 
where they exist, and requesting their assistance in identifying category 1 and category 2 business concerns. 


6. Providing written notice to all known Section 3 business concerns of the contracting opportunities.  This 
notice should be in sufficient time to allow the Section 3 business concerns to respond to the bid invitations 
or request for proposals. 


7. Following up with Section 3 business concerns that have expressed interest in the contracting opportunities 
by contacting them to provide additional information on the contracting opportunities. 


8. Coordinating pre-bid meetings at which Section 3 business concerns could be informed of upcoming 
contracting and subcontracting opportunities. 


9. Carrying out workshops on contracting procedures and specific contract opportunities in a timely manner so 
that Section 3 business concerns can take advantage of upcoming contracting opportunities, with such 
information being made available in languages other than English where appropriate. 


10. Advising Section 3 business concerns as to where they may seek assistance to overcome limitations such as 
inability to obtain bonding, lines of credit, financing or insurance. 


11. Arranging solicitations, time for the presentation of bids, quantities, specifications and delivery schedules in 
ways to facilitate the participation of Section 3 business concerns. 


12. Where appropriate, breaking out contract work items into economically feasible units to facilitate 
participation by Section 3 business concerns. 


13. Contacting agencies administering HUD Youthbuild programs, and notifying these agencies of the 
contracting opportunities. 


14. Advertising the contracting opportunities through trade association papers and newsletters, and through the 
local media. 


15. Developing a list of eligible Section 3 business concerns. 
16. For Has, participating in the “Contracting with Resident-Owned Businesses” program provided under 24 


CFR Part 963. 
17. Establishing or sponsoring programs designed to assist residents of public or Indian housing in the creation 


and development of resident-owned businesses. 
18. Establishing numerical goals (number of awards and dollar amount of contracts) for award of contracts to 


Section 3 business concerns. 
19. Supporting businesses which provide economic opportunities to low income persons by linking them to the 


support services available through the Small Business Administration (SBA), the Department of Commerce 
and comparable agencies at the State and local levels. 


20. Encouraging financial institutions in carrying out their responsibilities under the Community Reinvestment 
Act, to provide no or low interest loans for providing working capital and other financial business needs. 


21. Actively supporting joint ventures with Section 3 business concerns. 
22. Actively supporting the development or maintenance of business incubators which assist Section 3 business 


concerns. 
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Part II:  Contracts Awarded 
 
1. Construction Contracts: 
 


A. Total dollar amount of all contracts awarded on the Project  $ _____________ 
 
B. Total dollar amount of contracts awarded to Section 3 businesses  $ _____________ 
 
C. Percentage of the total dollar amount that was awarded to Section 3 
 businesses         _____________% 
 
D. Total number of Section 3 businesses receiving contracts     _____________ 


2. Non-Construction Contracts: 
 
 A. Total dollar amount of non-construction contracts awarded 
  On the project/activity     $ ____________ 
 
 B. Total dollar amount of non-construction contracts awarded to 
  Section 3 businesses      $ ____________ 
 
 C. Percentage of total dollar amount that was awarded to Section 3 
  businesses         ____________% 
 
 D. Total number of Section 3 businesses receiving non- 
  Construction contracts       ____________  
 
Part III. Summary 
 
Indicate the effects made to direct the employment and other economic opportunities generated by HUD financial  Assistance for 
housing and community development programs to the greatest extent feasible, toward low-and very low-income persons, particularly those who 
are recipients of government assistance for housing. (check all that apply.) 
 
____ Attempted to recruit low-income residents through:  Local advertising media, signs prominently displayed at the project site, contracts 


with the community organizations and public or private agencies operating within the metropolitan area (or nonmetropolitan county) in 
which the Section 3 covered program or project is located, or similar methods. 


____ Participated in a HUD program or other program which promotes the training or employment of Section 3 residents. 
____ Participated in a HUD program or other program which promotes the award of contracts to business concerns which meet the definition 


of Section 3 business concerns. 
____ Coordinated with Youthbuild Programs administered in the metropolitan area in which the Section 3 covered project is located. 
____ Other: Describe below: 
 
 
 
 
 
 
 
 
 
Public reporting for this collection of information is estimated to average 2 hours per response, including the time for reviewing instructions, 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  This 
agency may not collect this information, and you are not required to complete this form unless it displays a currently valid OMB number. 
 
Section 3 of the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u, mandates that the Department ensures that 
employment and other economic opportuniti4es generated by its housing and community development assistance programs are directed toward 
low an very-low income persons, particularly those who are recipients of government assistance housing.  The regulations are found at 24 CFR 
Part 135.  the information will be used by the Department to monitor program recipients’ compliance with Section 3, to assess the results of the 
Department’s efforts to meet the statutory objectives of Section 3, to prepare reports to Congress, and by recipients as self-monitoring tool. The 
data is enter4ed into a database and will be analyzed and distributed.  The collection of information involves recipients receiving Federal financial 
assistance for housing and community development programs covered by Section 3.  The information will be collected annually to assist HUD in 
meeting its reporting requirements under Section 808(e)(6) of the Fair Housing Act and Section 916 of the HCDA of 1992.  An assurance of 
confidentiality is not applicable to this form.  The Privacy Act of 1974 and OMB Circular A-108 are not applicable.  The reporting requirements 
do not contain sensitive questions.  Data is cumulative; personal identifying information is not included. 
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Form HUD 60002, Section 3 Summary Report, Economic Opportunities for Low-and Very Low-Income Persons. 


Instructions:  This form is to be used to report annual 
accomplishments regarding employment and other 
economic opportunities provided to low-and very low-
income persons under Section 3 of the Housing and urban 
Development Act of 1968. The Section 3 regulations 
apply to any public and Indian housing programs that 
receive (1) development assistance pursuant to Section 5 
of the U.S. Housing Act of 1937; (2) operating assistance 
pursuant to section 9 of the U.S. Housing Act of 1937; or 
(3) modernization grants pursuant to Section 14 of the 
U.S. Housing Act of 1937 and to recipients of housing 
and community development assistance in excess of 
$200,000 expended for: (1) housing rehab (including 
reduction and abatement of lead-based paint hazards; (2) 
housing construction; or (3) other public construction 
projects; and to contacts and subcontracts in excess of 
$100,000 awarded in connection with Section 3-covered 
activity. 
  Form HUD-60002 has 3 parts, which are to be 
completed for all programs covered by Section 3. Part I 
relates to employment and training.  The recipient 
has the option to determine numerical employment/ 
training goals either on the basis of the number of hours 
worked by new hires (columns B,D.E & F). Part II relates 
to contracting, Part III summarizes recipient’s efforts to 
comply with Section 3. 
  Recipients or contractors subject to Section 3 require- 
ments must maintain appropriate documentation to 
establish that HUD financial assistance for housing and 
community development programs are directed toward 
low- and very low-income persons. * A recipient of Sec. 3 
covered assistance shall submit one copy of this report to 
HUD Headquarters.  Where the program providing 
assistance requires an annual performance report, this 
Sec. 3  report is to be submitted at the same time the 
program performance report is submitted.  Where an 
annual report is not required, this Sec. 3 report is to be 
submitted by January 10 and, if the project ends before 
December 31, within 10 days of project completion.  Only 
Prime Recipients are required to report to HUD.  The report 
must include accomplishments of all recipients and their Sec. 
3 covered contractors and subcontractors. 
   HUD Field Office: Enter the Field Office Name. 
1. Recipient: Enter the name and address of the recipient 
submitted this report. 
2. Federal Identification: enter the number that appears on 
the award form (with dashes). The award may be a grant, 
cooperative agreement or contract. 
3. Dollar Amount of Award: Enter the dollar amount, 
rounded to the nearest dollar, received by the recipient. 
4&5. Contact Person/Phone: Enter the name and 
telephone number of the person with knowledge of the 
award and the recipient’s implementation of Sec. 3 
6. Reporting Period: Indicate the time period (months and 
year) this report covers: 
7. Date Report Submitted:  Enter the appropriate date. 
8. Program Code: Enter the appropriate program code as 
listed on the bottom of the page. 
9. Program Name: Enter the name of HUD Program 
corresponding with the “Program Code” in number 8. 
 
 


 Part I: Employment and Training  Opportunities 
Column A: Contains various job categories. Professionals are 
defined as people who have special knowledge of an occupation 
(i.e. supervisors, architects, surveyors, planners and computer 
programmers). For construction positions, list each trade and 
provide data in columns B – F for each trade where persons 
were employed. The category of “Other” includes occupations 
such as service workers. 
Column B: (Mandatory Field) Enter number of new hires of 
workers identified in Col. A in connection with this award. New 
hire refers to a person who is not on the contractor’s or 
recipient’s payroll at the time of the selection for the Sec. 3 
covered award or at the time of receipt of Sec. 3 covered 
assistance. 
Column C: (Mandatory Field) Enter the number of Sec. 3 
new hires for each category of workers identified in Col. A in 
connection with this award. Sec. 3 new hire refers to a  Sec. 3 
resident who is not on the contractor’s or recipient’s payroll  at 
the time of selection for Sec. 3 covered award or at the time of 
receipt of Sec. 3 covered assistance. 
Column D: Enter the percentage of all staff hours of new hires 
(Sec. 3 residents) in connection with this award. 
Column E: Enter the percentage of total staff hours worked for 
Sec. 3 employees and trainees (including new hires) connected 
with this award. Include staff hours for full and part time 
positions. 
Column F: (Mandatory Field) enter the number of Sec. 3 
residents that were trained in connection with this award. 
Part II: Contract Opportunities 
Block 1: Construction Contracts 
Item A: Enter the total dollar amount of all contracts awarded 
on the project/program 
Item B: Enter the total dollar amount of contracts connected 
with the project/program that were awarded to Sec. 3 
businesses. 
Item C: Enter the percentage of the total dollar amount of 
contracts connected with this project/program awarded to Sec. 3 
businesses. 
Item D: Enter the number of Sec. 3 businesses receiving 
awards. 
Block 2:Non-Construction Contracts 
Item A: Enter the total dollar amount of all contracts awarded 
on the project/program. 
Item B: Enter the total dollar amount of contracts connected 
with this project awarded to Sec. 3 businesses. 
Item C: Enter the percentage of the total dollar amount of 
contracts connected with this project/program awarded to Sec. 3 
businesses. 
Item D:  Enter the number of Sec. 3 businesses receiving 
awards. 
Part III: Summary of Efforts – Self Explanatory 
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Submit one (1) copy of this report to HUD Headquarters 
Office of Fair Housing and Equal Opportunity, at the 
same time the performance report is submitted to the 
program office.  The Section 3 report is submitted by 
January 10.   Include only contracts executed during the 
period specified in Item 8.  PHAs/IHAs are to report all 
contracts/subcontracts. 
 
* The terms low-income persons” and very low-income 
persons” have the same meanings given the terms in 
Section 3 (b)(2) of the United States Act of 1937. Low-
income persons means families (including single persons) 
whose incomes do not exceed 80% percent of the median 
income for the area, as determined by the Secretary, with 
adjustments for smaller and larger families, except that 


The Secretary may establish income ceiling higher or lower 
than 80 percent of the median for the area on the basis of the 
Secretary’s findings such that variations are necessary because 
of prevailing levels of construction costs or unusually high or 
low-income families.  Very low-income persons mean low-
income families (including single persons) whose incomes do 
not exceed 50% of the median family income area, as 
determined by the Secretary with adjustments or smaller and 
larger families, except that the Secretary may establish income 
ceilings higher or lower than 50 percent of the median for the 
area on the basis of the Secretary’s findings that such variations 
are necessary because of unusually high or low family incomes. 


 
 
 
 
 


  







Attachment 23 


 


 
Section 3 Clause 


 
24 CFR 135, §135.38.   This clause must be included in all Section 3 covered contracts: 


 
A. The work to be performed under this contract is subject to the requirements of Section 3 of the Housing 


and Urban Development Act of 1968, as amended, 12 USC 1701u (Section 3).  The purpose of Section 
3 is to ensure that the employment and other economic opportunities generated by HUD assistance or 
HUD-assisted projects covered by Section 3, shall, to the greatest extent feasible, be directed to low- 
and very-low-income persons, particularly persons who are recipients of HUD assistance for housing. 


 
B. The parties to this contract agree to comply with HUD's regulations in 24 CFR 135, which implement 


Section 3.  As evidenced by their execution of this contract, the parties to this contract certify that they 
are under no contractual or other impediment that would prevent them from complying with the Part 
135 regulations. 


 
C. The contractor agrees to send to each labor organization or representative of works with which the 


contractor has a collective bargaining agreement or other understanding, if any, a notice advising the 
labor organization or workers' representative of the contractor's commitments under this Section 3 
clause and will post copies of the notice in conspicuous places at the work site where both employees 
and applicants for training and employment positions can see the notice.  The notice shall describe the 
Section 3 preference, shall set forth minimum number and job titles subject to hire, availability of 
apprenticeship and training positions and the qualifications for each, the name and location of the 
person(s) taking applications for each of the positions and the anticipated date the work shall begin. 


 
D. The contractor agrees to include this Section 3 clause in every subcontract subject to compliance with 


regulations in 24 CFR 135, and agrees to take appropriate action, as provided in an applicable provision 
of the subcontract or in this Section 3 clause, upon a finding that the subcontractor is in violation of the 
regulations in 24 CFR 135.  The contractor will not subcontract with any subcontractor where the 
contractor has notice or knowledge that the subcontractor has been found in violation of the regulations 
in 24 CFR 135. 


 
E. The contractor will certify that any vacant employment positions, including training positions, that are 


filled (1) after the contractor is selected but before the contract is executed and (2) with persons other 
than those to whom the regulations of 24 CFR 135 required employment opportunities to be directed, 
were not filled to circumvent the contractor's obligations under 24 CFR 135.   


 
F. Non-compliance with HUD's regulations in 24 CFR 135 may result in sanctions, termination of this 


contract for default and department or suspension from future HUD-assisted contracts. 
 


A. With respect to work performed in connection with Section 3-covered Indian housing 
assistance, section 7(b) of the Indian Self-Determination and Education Assistance Act (25 
USC 450e) also applies to the work to be performed under this contract.  Section 7(b) 
requires that to the greatest extent feasible (i) preference and opportunities for training and 
employment shall be given to Indians, and (ii) preference in the award of contracts and 
subcontracts shall be given to Indian organizations and Indian-owned Economic 
Enterprises.  Parties to this contract that are subject to the provisions of Section 3 and 
Section 7(b) agree to comply with Section 3 to the maximum extent feasible but not in 
derogation of compliance with section 7(b). 
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ATTORNEY’S CERTIFICATE OF APPROVAL OF CONTRACT AND BONDS 
 
 


I, the undersigned ______________________________________, the fully authorized and acting legal representative 


of _________   Name of Contractor                                        , ________________ County, Oklahoma, do hereby certify 


as follows: 


I have examined the construction contract between the construction contractor,                   Name of Construction 


Contractor         , and the above-named entity and the surety bonds given by the construction contractor in connection 


with the performance of said contract and the manner of execution of the contract and surety bonds and I am of the 


opinion that each of the aforesaid agreement has been duly executed by the proper parties thereto, acting through their 


duly authorized representatives, that said representatives have full power and authority to execute said agreements on 


behalf of the respective parties named therein and that the foregoing contract and surety bonds constitute valid and 


legally binding obligations upon the parties executing the same in accordance with the terms, conditions and provisions 


thereof. 


 
Dated the ______________ day of _____________________, 20_____. 
 
 
 
______________________________________ 
Attorney 
 
 
 
__________________________ County, Oklahoma 
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CDBG Notice of Award Packet


Instructions for Reviewer


The Notice of Award Packet contains a checklist (see below) and seven forms
that must be completed and submitted along with the Release of Funds.
Please upload this Notice of Award Packet, along with the www.Sam.gov
printout of the debarment check, and the Contractor Debarment Review
Certification form, into the OKGrants.


Form 1 Notice of Award (2 pages)


Form 2 Grantee Debarment Review and Certification (1 page)


Form 3 Contractor Debarment Review and Certification (1 page)


Reviewer to attach www.Sam.gov debarment printout


Form 4 Section 3 Contractor Sample Plan (1 page)


Form 5 Section 3 Contractor Business Self Certification (1 page)


Form 6 Section 3 Contractor Estimated Workforce Breakdown (1 page)


Form 7 Payroll Certification (1 page)


Checklist


I certify that I have reviewed this Notice of Award Packet and have attached the
required documentation. I understand that incomplete forms and/or attachments
will result in rejection of this Notice of Award Packet.


______________________________ (Reviewer’s Name)__________________ (Date)
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Notice of Award


Contractor Name
Address
City
State
Zip
Phone
UEI Number
FEI Number
CDBG Contract Number
Project Description
Wage Rate Determination Number
Wage Modification Number
Wage Publication Date


Business Ownership YES NO


Black or African American
Asians, Hispanics, or Latinos
American Indian or Alaskan Natives
Native Hawaiian or Other Pacific Islanders
Whites


Minority/Women Owned Business
Section 3 Contractor


B. Contractor Details


Acknowledged by: _____________________________ Date _____________
(Contractor’s Signature)


Please upload this Notice of Award Packet, along with the www.Sam.gov printout of
the debarment check, and the Contractor Debarment Review Certification form, into
OKGrants.


A. Details


Page 1 of 2


Type of Trade YES NO


Construction
Other
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C. Acceptance of Bid:


The Owner has considered the bid submitted by you for the described work in


response to the Advertisement for Bids dated _________________ and _________________


and in the Information for Bidders, and opened on ____________, 20_________.


You are hereby notified that your bid has been accepted for bid items in the amount


of $ ________________________. If you fail to execute said agreement and furnish


applicable bonds and insurance within ten (10) days from the date of this notice, said


Owner will be entitled to consider all your rights arising out of the Owner’s


acceptance of your bid as abandoned and as a forfeiture of your bid bond. The


Owner will be entitled to such other rights as may be granted by law. You are


required to return an acknowledged copy of this Notice of Award to the Owner.


**Contractor Debarment Review Certification Form and Grantee Debarment
Review and Certification Form MUST be attached with this Notice of Contract
Award**


Name of Grantee


Name and Title of the Authorized
Official


Signature of Authorized Official


Date


Notice of Award
Page 2 of 2
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All CDBG sub-recipients are required, by the regulations implementing 24 CFR Part
85.35, to conduct debarment reviews on all services procured with CDBG funds
before any contract award is executed. These reviews shall be conducted by using
the System for Award Management (SAM) website, www.sam.gov, to determine if the
potential contractor is excluded from receiving Federal contracts by using the QUICK
SEARCH tool with the UEI number for that entity; Save/Print the results. Complete
this form and attach the SAM results along with the Notice of Award and
Contractor’s Certification form from the Bid/Proposal documents.


CDBG Grantee Name
CDBG Contract Number
Contractor


Address
City
State
Zip
Phone
UEI Number


Name of Debarment Reviewer
Title
Organization


Name of Chief Elected Official
Title


By signing this certification, both the Reviewer and the Chief Elected Official certify
all necessary actions were taken to complete the debarment check and that the
contractor listed above is not suspended or debarred from conducting business with,
or receiving funding from, the United States government under E.O. 12549.


_________________________________________________ _________


(Signature of Reviewer) (Date)


_________________________________________________ _________


(Signature of Chief Elected Official) (Date)


• Please upload this Grantee Debarment Review and Certification form, along with
the www.Sam.gov printout of the debarment check, and the Contractor Debarment
Review Certification form, into OKGrants.


• *Contractor is any entity or individual directly procured for contract services by
the sub-recipient (grantee), (City, Town, or County), under this CDBG contract award
and must be registered in the SAM.gov system.


Grantee Debarment Review and
Certification


Page 1 of 1
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CDBG Grantee Name (owner)


Project Type


CDBG Project Number


______________________________


______________________________


______________________________


ATTENTION ALL BIDDERS!
All CDBG sub-recipients (Cities, Towns, or Counties) are required to conduct debarment
reviews on all services procured with CDBG funds by checking the System for Award
Management (SAM) website, www.sam.gov, to determine if a potential contractor is
excluded from receiving Federal contracts. A contractor must be registered and updated in
the SAM.gov system as this review is conducted by the Owner before any contract award is
executed. This certification is required by the regulations implementing Executive Order
12549, Debarment and Suspension; 7 CFR Part 3017.510, Participants’ responsibilities. The
regulations were published as Part IV of the January 30, 1989 Federal Register (pages
4722-4733).


1) The prospective primary participant certifies to the best of its knowledge and belief,
that it and its principals:


2) Where the prospective primary participant is unable to certify to any of the statements
in this certification, such prospective shall attach an explanation to this proposal.


� Are not presently debarred, suspended, proposed for debarment, declared
ineligible, or voluntarily excluded from covered transactions by any Federal
department or agency;
� Have not within a three-year period preceding this proposal been convicted of or
had a civil judgment rendered against them for commission of fraud or a criminal
offense in connection with obtaining, attempting to obtain, or performing a public
(Federal, State or local) transaction or contract under a public transaction; violation
of Federal or State antitrust statutes or commission of embezzlement, theft,
forgery, bribery, falsification or destruction of records, making false statements, or
receiving stolen property;
� Are not presently indicted for or otherwise criminally or civilly charged by a
governmental entity (Federal, State or local) with commission of any of the offenses
enumerated in paragraph (1)(b) of this certification; and
� Have not within a three-year period preceding this application/proposal had one or
more public transactions (Federal, State or local) terminated for cause or default.


Please upload this Grantee Debarment Review and Certification form, along with the www.Sam.gov
printout of the debarment check, and the Contractor Debarment Review Certification form, into
OKGrants.


Certified by:


Name and title ____________________________________________ Date _______________


Signature _____________________________________ Date ________________


UEI Number ___________________________________


Contractor Debarment Review
and Certification
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Business Name
Address
City
State
Zip
Phone
Website
Point of Contact
E-mail


Type of Business (Check One) YES NO
Corporation
Partnership
Sole Proprietorship
Other


Section 3 Contractor
Business Self-Certification


In accordance with 24 CFR 75, a business must meet at least one of the
following criteria, documented within the last six-month period, to self-certify as
a Section 3 business concern. Select all that apply in the table below:


YES NO


The business is at least 51 percent owned and controlled
by low- or very low-income persons (1)


Over 75 percent of the labor hours performed for the
business over the prior three-month period are
performed by Section 3 workers (2); or


The business is at least 51 percent owned and controlled
by current public housing residents or residents who
currently live in Section 8-assisted housing (3)


The business DOES NOT meet the above criteria.


Page 1 of 2
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Section 3 Contractor
Business Self-Certification


The status of a Section 3 business concern shall not be negatively affected by a
prior arrest or conviction of its owner(s) or employees.


1 HUD income limits are available at https://www.huduser.gov/portal/datasets/
il.html. Business may be required to provide proof of ownership and a completed
Section 3 Worker Status Certification form for each owner.


2 Business may be required to provide full staff payrolls for the prior three-month
period and completed Section 3 Worker Status Certification forms for all personnel.


3 Business may be required to provide proof of ownership and verification of
residence in public housing or Section 8-assisted housing.


By submitting this form, I certify that the information contained on this form is
true and accurate and meets U.S. Department of Housing and Urban
Development (HUD) Section 3 business self-certification eligibility requirements
in accordance with 24 CFR Part 75.


Name _________________________________________________


Signature _____________________________________________


Title __________________________________


Date _________________________________


Page 2 of 2
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__________________________________________(Name of contractor) agrees to implement
affirmative steps to comply with the Section 3 requirements set forth at 24 CFR 75
directed at increasing the utilization of lower income residents and businesses within
the City or County of ________________________________.


A. To implement Section 3 requirements by seeking the assistance of local
officials in determining the exact boundaries of the applicable project area.


B. To attempt to recruit from within the City/County the necessary number of
lower income residents through: local advertising media, signs placed at the
proposed site for the project, and community organizations and public or
private institutions operating within or serving the project area


C. To maintain a list of all lower income residents who have applied either on
their own or on referral from any source, and to employ such persons, if
otherwise eligible and if a vacancy exits


D. To insert this Section 3 plan in all bid documents, and to require all bidders to
submit a Section 3 affirmative action plan including utilization goals and the
specific steps planned to accomplish these goals


E. To ensure that all appropriate project area business concerns are notified of
pending subcontractual opportunities


F. To maintain records, including copies of correspondence, memoranda, etc.,
which document that all the above affirmative action steps have been taken.


G. To appoint or recruit an executive official of the company or agency as Equal
Opportunity Officer to coordinate the implementation of this Section 3 plan


H. To list all permanent workforce for this project by job title


I. To list all projected workforce needs for this project by job classification and
time frame for potential hire.


As officers and representatives of _______________________________________ (name of
contractor) We, the undersigned, have read and fully agree to the above and become
a party to the full implementation of this program.


_______________________________________ _____________________
Title Date


_________________________________________
Signature


Sample Contractor Section 3 Plan
Page 1 of 1
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Job Category Total Estimated
Positions


No. Of positions
Currently
Occupied by
Permanent
Employees


No. Of vacant
positions


No. of Positions
to be Filled
with Targeted
and/or
Section 3
Workers and
estimate of hire
date.
Ex: (2)- 5/20


Officers/
Supervisors


Professionals


Technicians


Office


Clerical


Trade


Journeymen


Apprentices


Trainees


Others


Others


Others


TOTAL


Section 3 Contractor Estimated
Project Workforce


Page 1 of 1
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Payroll Certification


I, __________________________________________________, an authorized official of


___________________________________________________, acknowledge that this
construction project has Federal funds attached, thereby requiring this project to
comply with the Davis-Bacon Act and all related Acts. Therefore, I agree to pay the
designated wage rates and supply Certified Payroll documentation as required.


Signature of Authorized Company Official


Printed Name of Authorized Company Official


Date


Page 1 of 1
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NOTICE TO PROCEED 


 consecutive 


CDBG Contract Number: 


Contractor Name:   


Project Description of Work: 


Project Location:  


Contractor is hereby notified to commence work for the referenced contract on 


, 20_____, and fully complete all work of said contract within  


calendar days thereafter. The completion date is therefore ___________________, 20_____. 


The contract provides for an assessment of the sum of $_________________ as liquidated damages for 
each consecutive calendar day after the above-established contract completion date work remains as 
incomplete. 


Dated this _________ day of ___________________, 20______. 


Owner Name (City, Town, or County)  Authorized Official Signature 


Print Name: Print Title: 


ACCEPTANCE OF NOTICE 


Receipt of the foregoing Notice to Proceed is hereby acknowledged this ______ day of 


___________________, 20______. 


Contractor (Print Name) Contractor Signature 





		CDBG Contract Number: 

		Contractor Name: 

		Project Description of Work: 

		Project Location: 

		Contractor is hereby notified to commence work on the referenced contract on 1: 

		Contractor is hereby notified to commence work on the referenced contract on 2: 

		20: 

		and fully complete all work of said contract within: 

		calendar days thereafter The completion date is therefore: 

		20_2: 

		The contract provides for an assessment of the sum of: 

		Dated this: 

		day of: 

		20_3: 

		Owner Name City Town or County: 

		Print Name: 

		Print Title: 

		Receipt of the foregoing Notice to Proceed is hereby acknowledged this 1: 

		Receipt of the foregoing Notice to Proceed is hereby acknowledged this 2: 

		20_4: 

		Contractor Print Name: 

		Text3: 

		Text4: 
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NOTICE OF CONTRACT AWARD 


A. Contractor Information
CDBG Contract No. 


Project Description:  


Phone#: 


FEI#: Wage Rate Decision #OK 


UEI #: Type    Mod #  Date 


B. Acceptance of Bid:
The Owner has considered the bid submitted by you for the described work in response to the Advertisement for Bids dated


 and     with bid opening held on    , 20 . 


You are hereby notified that your bid has been accepted in the amount of $ .  


If you fail to execute said agreement and furnish applicable bonds and insurance within ten (10) days from the date of this 


notice, said Owner will be entitled to consider all your rights arising out of the Owner’s acceptance of your bid as abandoned 


and as a forfeiture of your bid bond.  The Owner will be entitled to such other rights as may be granted by law.  You are 


required to return an acknowledged copy of this Notice of Award to the Owner. 


Awarded this  day of , 20 . 


CDBG Grantee/Owner: 


Signature of Authorized Official Typed Name & Title 


C. Contractor Certifications & Acknowledgement:


1. Type of Trade:  Construction; ____ Other Service ( ) 


2. Business Ownership:   Black or African Americans;  Asians;  Hispanics or Latinos; 


 American Indian or Alaskan Natives;   Native Hawaiian or Other Pacific Islanders; ___ Whites  


3. Certified Minority Business Enterprise: Yes_____ No ____


4. Certified Women Owned Business:  Yes_____ No ____


5. Section 3 Business Concern:  Yes ____ No ____


6. Contractor Debarment Review Certification has been submitted: Yes_____ No ____


7. Active Registration in SAM.gov?  Yes_____ No ____


Acknowledged by: 
Contractor Signature Print Name Date 
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Notice of Award Instructions 


Must include all of the following items or this form will be returned to the Grantee. 


Section A. Contractor Information: 
• Enter the Bidder’s Name, Entity Name, Address, and Phone Number, Federal Employer Identification (FEI)


number, and the Unique Entity ID (UEI) number from the https://sam.gov/content/home registration.
• Enter the CDBG Contract Number, Project Description, Approved Davis Bacon Wage Rate Decision(s).


Section B. Acceptance of Bid:  
• Enter the dates of both Bid Advertisements.
• Enter the date of the bid opening.
• Enter the amount of the contractor’s bid.
• Enter the date of the Award.
• Enter the name of the CDBG grantee/owner.
• Obtain the signature of the Grantee’s Authorized Official and Type the Name and Title.


Section C: Contractor Information: 


1. Type of Trade:  Check beside appropriate trade for contractor (Construction or Other).


2. Business Ownership:  Check beside the appropriate race/ethnicity of the contractor.


3. Check yes or no for Minority Owned Business Enterprise Certification
4. Check yes or no for Women Owned Business Certification


https://www.okcommerce.gov/doing-business/business-services/women-owned-business-certifications/


5. Section 3 Business Concern: A Section 3 business concern is a business that meets at least one of the
following criteria, documented within the last six-month period:


1. At least 51 percent owned and controlled by low- or very low-income persons; or
2. Over 75 percent of the labor hours performed for the business over the prior three-month period


are performed by Section 3 workers; or
3. A business at least 51 percent owned and controlled by current public housing residents or


residents who currently live in Section 8-assisted housing.
6. Check yes or no that the ODOC Form 407.2 Contractor Debarment Review Certification has been included


in the bid documents to the owner.
7. Check yes or no for Active Registration in SAM.gov.


IMPORTANT NOTE: CDBG PROJECTS are federally funded and ALL ENTITIES receiving 
these funds as a “contractor” must be registered as ACTIVE in SAM.gov with no exclusions. 



https://sam.gov/content/home

https://www.okcommerce.gov/doing-business/business-services/women-owned-business-certifications/
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Required Provisions in Non-Construction Contracts      Attachment 22 


 


 


 


 


 


 


 


Citation < $2,500 $2,500 - $10,000 $10,000 - $25,000 $25,000-$100,000 > $100,000 


1.  Sanctions and penalties 24 CFR 85.36(I)(1) ● ● ● √  


 


√ 


2.  Termination for cause/convenience 24 CFR 85.36(I)(2)   √ √ √ 


3.  Reporting requirements 24 CFR 85.36(I)(7) √ √ √ √ √ 


4.  Patent rights 24 CFR 85.36(I)(8) √ √ √ √ √ 


5.  Copyrights 24 CFR 85.36(I)(9) √ √ √ √ √ 


6.  Access to records 24 CFR 85.36(I)(10) √ √ √ √ √ 


7.  Records retention 24 CFR 85.36(I)(11) √ √ √ √ √ 


8.  Payments & allowable costs 24 CFR 85.21(a)(11) √ √ √ √ √ 


9.  Environmental compliance 24 CFR 85.36(I)(12)     √ 


10.  Energy efficiency 24 CFR 85.36(I)(13) ■ ■ ■ ■ ■ 


11.  Equal Opportunity 41 CFR 1.4(a)   √ √ √ 


12. Disabled non-discrimination 41 CFR 741-4(a)   √ √ √ 


13.  Disabled/Vietnam Era Veterans 41 CFR 60-250.4   √ √ √ 


14.  Contract work hours/Safety Standards 24 CFR 85.36(I)(6)  ◙ ◙ ◙ ◙ 


 


√ Must be included 


■ Applies only to new building construction, additions or major  


structural alteration due to change in use or occupancy 


● Only if small purchase procurement method not used 


◙ Only if contract involves employment of laborers and/or mechanics


NOTE 


An engineering or architectural contract that includes on-site inspection 
services  is  subject  to  many  of  the  same  provisions  as  construction 
contracts.    







Required Provisions in Construction Contracts      Attachment 7.1 


 


Contract Provision Citation < $2,000 $2,000 - $10,000 $10,000- $25,000 $25,000-$100,000 > $100,000 


1.  Sanctions and penalties 24 CFR 85.36(i)(1) √ √ √ √ √ 
2.  Termination for cause/convenience 24 CFR 85.36(i)(2)   √ √ √ 
3.  Reporting requirements 24 CFR 85.36(i)(7) √ √ √ √ √ 
4.  Patent rights 24 CFR 85.36(i)(8) √ √ √ √ √ 
5.  Copyrights 24 CFR 85.36(i)(9) √ √ √ √ √ 
6.  Access to records 24 CFR 85.36(i)(10) √ √ √ √ √ 
7.  Records retention 24 CFR 85.36(i)(11) √ √ √ √ √ 
8.  Payments & allowable costs 24 CFR 85.21 √ √ √ √ √ 
9.  Environmental compliance 24 CFR 85.36(i)(12)     √ 


10.  Energy efficiency 24 CFR 85.36(i)(13) ■ ■ ■ ■ ■ 
11.  Equal Employment Opportunity 41 CFR 60-1.4(c)   √ √ √ 
12.  Affirmative Action 41 CFR 60-4.3   √ √ √ 
13. Disabled non-discrimination 41 CFR 60-741.4(a)   √ √ √ 
14.  Disabled/Vietnam Era Veterans 41 CFR 60-250.4   √ √ √ 
15.  Contract work hours/Safety Standards 24 CFR 85.36(i)(6)  √ √ √ √ 
16.  Prevailing wage rates 24 CFR 85.36(i)(5)  √ √ √ √ 
17.  Anti-Kickback 24 CFR 85.36(i)(4) √ √ √ √ √ 
18.  Women/Minority Owned Business 24 CFR 85.36(e)(2)(vi) ● ● ● ● ● 
19.  Performance/Payment Bond 24 CFR 85.36(h)(2)-3)    √ √ 
20.  Contract Opportunities/Employment/Training 24 CFR 135    ☼ √ 
21.  Others Imposed by the Grant Agreement  ♦ ♦ ♦ ♦ ♦ 
√ Must be included 
■ Applies only to new building construction, additions or major structural alteration due to change in use or occupancy. 
☼ Some provisions are exempt 
◙ Recommended, not required 
● Required of prime construction contractor if subcontracts are let 
♦ As appropriate 


Not applicable
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Oklahoma Department of Commerce CDBG Programs 
Grantee Debarment Review and Certification 


All CDBG sub-recipients are required, by the regulations implementing 24 CFR Part 85.35, to conduct 
debarment reviews on all services procured with CDBG funds before any contract award is executed. These 
reviews shall be conducted by using the System for Award Management (SAM) website, www.sam.gov, to 
determine if the potential contractor is registered as active with no exclusions. Save/Print the results.  
Complete this form and attach the results along with the Notice of Award and Contractor’s Debarment Certification 
form from the Bid/Proposal documents.  


CDBG Grantee 
Name and 


Project Type 


CDBG 
Contract 
Number 


*Contractor
Name 


Address Phone 


City State Zip Code 


Contractor’s 
UEI Number 


Entity’s Registration reviewed by 


Reviewer’s Title 


Reviewer’s Organization 


Chief Elected Official 


Title of Chief Elected Official 


By signing this certification, both the Reviewer and the Chief Elected Official certify all necessary actions were 
taken to complete the debarment check and that the contractor listed above is not suspended or debarred from 
conducting business with, or receiving funding from, the United States government under E.O. 12549. 


Signature of Reviewer Date 


Signature of Chief Elected Official Date 


Please upload this document along with other required documentation into OK-Grants Related Items (RROF) 
and submit using the Notice of Award status.  Keep the originals in the CDBG project file.  


*Contractor is any entity or individual directly procured for contract services by the sub-recipient (grantee),
(City, Town, or County), under this CDBG contract award and must be registered as active in SAM.gov.



http://www.sam.gov/



		CDBG Grantee Name and Project Type: 

		CDBG Contract Number: 

		Contractor Name: 

		Address: 

		Phone: 

		City: 

		State: 

		Zip Code: 

		Contractors UEI Number: 

		Entitys Registration reviewed by: 

		Reviewers Title: 

		Reviewers Organization: 

		Chief Elected Official: 

		Title of Chief Elected Official: 

		Date: 

		Date_2: 








Oklahoma Department of Commerce CDBG Programs 


CONTRACTOR DEBARMENT REVIEW CERTIFICATION  
(Must be submitted with bid proposal) 


 CDBG Grantee Name (Owner) and Project Type  CDBG Project Number 


ATTENTION ALL BIDDERS: 


All CDBG sub-recipients (Cities, Towns, or Counties) are required to conduct debarment reviews on all services 
procured with CDBG funds by checking the System for Award Management (SAM) website, www.sam.gov, to 
determine if a potential contractor is eligible to contract on Federally Funded projects.   


A contractor must be registered and active in the SAM.gov system before a contract award is executed. 


This certification is required by the regulations implementing Executive Order 12549, Debarment and 
Suspension; 7 CFR Part 3017.510, Participants’ responsibilities. The regulations were published as Part IV of the 
January 30, 1989 Federal Register (pages 4722-4733).  


1) The prospective primary participant certifies to the best of its knowledge and belief, that it and its principals:


 Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily
excluded from covered transactions by any Federal department or agency;


 Have not within a three-year period preceding this proposal been convicted of or had a civil judgment
rendered against them for commission of fraud or a criminal offense in connection with obtaining,
attempting to obtain, or performing a public (Federal, State or local) transaction or contract under a
public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft,
forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen
property;


 Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity
(Federal, State or local) with commission of any of the offenses enumerated in paragraph (1)(b) of this
certification; and


 Have not within a three-year period preceding this application/proposal had one or more public
transactions (Federal, State or local) terminated for cause or default.


2) Where the prospective primary participant is unable to certify to any of the statements in this certification,
such prospective shall attach an explanation to this proposal.


Certified by:  


 Contractor Name & Title (Please Print) Date 


Signature Date 


Unique Entity ID (UEI) Number (found in entity's SAM.gov registration)


Form 407.2
Rev. 11/2022





		CDBG Grantee Name Owner and Project Type: 

		CDBG Project Number: 

		Name  Title Please Print: 

		Date: 

		Date_2: 

		Text1: 

		UEI Number: 








Payroll Certification 
 


State of Oklahoma Department of Commerce 
 


Community Development Block Grant 
 
 
 


I, ___________________________________, an authorized official of 
________________________, 
 
acknowledge that this construction project has Federal funds attached, thereby requiring this 
project to  
 
comply with the Davis-Bacon Act and all related Acts. Therefore, I agree to pay the designated 
wage rates  
 
and supply Certified Payroll documentation as required. 
 
 
 
 
 
_____________________________________________ 
          Signature of Authorized Company Official 
 
 
 
 
_____________________________________________                 ____________________ 
        Printed Name of Authorized Company Official                                        Date 
 
 
 
 
 
 
 





		I: 

		undefined: 

		Printed Name of Authorized Company Official: 

		Date: 








U.S. Department of Labor PAYROLL 
(For Contractor's Optional Use; See Instructions at www.dol.gov/whd/forms/wh347instr.htm)
Wage and Hour Division   


Persons are not required to respond to the collection of information unless it displays a currently valid OMB control number.



NAME OF CONTRACTOR OR SUBCONTRACTOR ADDRESS OMB No.:1235-0008 
Expires: 04/30/2021


PAYROLL NO. FOR WEEK ENDING PROJECT AND LOCATION PROJECT OR CONTRACT NO. 


(1) (2) (3) (4) DAY AND DATE (5) (6) (7) (9) 
(8) 


DEDUCTIONS 
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TOTAL 
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NET 
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Rev. Dec. 2008


Rev. Dec. 2008


While completion of Form WH-347 is optional, it is mandatory for covered contractors and subcontractors performing work on Federally financed or assisted construction contracts to respond to the information collection contained in 29 C.F.R. §§ 3.3, 5.5(a). The Copeland Act 
(40 U.S.C. § 3145) contractors and subcontractors performing work on Federally financed or assisted construction contracts to "furnish weekly a statement with respect to the wages paid each employee during the  preceding week."  U.S. Department of Labor (DOL) regulations at  
29 C.F.R. § 5.5(a)(3)(ii) require contractors to submit weekly a copy of all payrolls to the Federal agency contracting for or financing the construction project, accompanied by a signed "Statement of Compliance" indicating that the payrolls are correct and complete and that each laborer 
or mechanic has been paid not less than the proper Davis-Bacon prevailing wage rate for the work performed. DOL and federal contracting agencies receiving this information review the information to determine that employees have received legally required wages and fringe benefits. 


Public Burden Statement


We estimate that is will take an average of 55 minutes to complete this collection, including time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have 
any comments regarding these estimates or any other aspect of this collection, including suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S3502, 200 Constitution Avenue, N.W.  
Washington, D.C. 20210


(over)
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Date 


I,
(Name of Signatory Party) (Title) 


do hereby state: 


(1) That I pay or supervise the payment of the persons employed by 


on the 
(Contractor or Subcontractor) 


; that during the payroll period commencing on the 
(Building or Work) 


day of , , and ending the day of , , 
all persons employed on said project have been paid the full weekly wages earned, that no rebates have 
been or will be made either directly or indirectly to or on behalf of said 


from the full 
(Contractor or Subcontractor) 


weekly wages earned by any  person and that no deductions have been made either directly or indirectly 
from the full wages earned by any person, other than permissible deductions as defined in Regulations, Part 
3 (29 C.F.R. Subtitle A), issued by the Secretary of Labor under the Copeland Act, as amended (48 Stat. 948, 
63 Stat. 108, 72 Stat. 967; 76 Stat. 357; 40 U.S.C. § 3145), and described below: 


(2) That any payrolls otherwise under this contract required to be submitted for the above period are 
correct and complete; that the wage rates for laborers or mechanics contained therein are not less than the 
applicable wage rates contained in any wage determination incorporated into the contract; that the classifications
set forth therein for each laborer or mechanic conform with the work he performed. 


(3) That any apprentices employed in the above period are duly registered in a bona fide apprenticeship
program registered with a State apprenticeship agency recognized by the Bureau of Apprenticeship and
Training, United States Department of Labor, or if no such recognized agency exists in a State, are registered
with the Bureau of Apprenticeship and Training, United States Department of Labor. 


(4) That: 
(a) WHERE FRINGE BENEFITS ARE PAID TO APPROVED PLANS, FUNDS, OR PROGRAMS 


 −	 in addition to the basic hourly wage rates paid to each laborer or mechanic listed in 
the above referenced payroll, payments of fringe benefits as listed in the contract 
have been or will be made to appropriate programs for the benefit of such employees, 
except as noted in section 4(c) below. 


(b) WHERE FRINGE BENEFITS ARE PAID IN CASH 


−	 Each laborer or mechanic listed in the above referenced payroll has been paid, 
as indicated on the payroll, an amount not less than the sum of the applicable 
basic hourly wage rate plus the amount of the required fringe benefits as listed 
in the contract, except as noted in section 4(c) below. 


(c) EXCEPTIONS 


REMARKS: 


EXCEPTION (CRAFT)


 


EXPLANATION 


NAME AND TITLE SIGNATURE 


THE WILLFUL FALSIFICATION OF ANY OF THE ABOVE STATEMENTS MAY SUBJECT THE CONTRACTOR OR 
SUBCONTRACTOR TO CIVIL OR CRIMINAL PROSECUTION. SEE SECTION 1001 OF TITLE 18 AND SECTION 231 OF TITLE 
31 OF THE UNITED STATES CODE. 
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Attachment 24 


Fringe Benefit Determination 


 
If an employee’s fringe benefits are paid to a funded plan, the following criteria apply: 
1. Contributions to funded plans must be made irrevocably and at least quarterly to a third party 
trust. 
2. When per the hour contribution for benefits paid into a plan does not equal the total rate set 
forth in the wage determination, the difference must be paid to the employee in cash. 
3. Employees excluded from funded plans must be paid fringe benefits in cash. 
4. Vacation and sick leave plans are generally unfunded, paid from the contractor’s own account, 
and require Department of Labor approval before a contractor takes credit toward meeting the fringe 
benefit obligation. 
The following method must be used to determine if the amount contributed to the plan equals the 
amount required to be paid for fringe benefits per the appropriate Davis-Bacon Wage Decision. 
METHOD: In determining the cash equivalent credit for fringe benefit payments, take the total 
amount that would be paid into the funded plan for a year and divide by 1820 hours. 
EXAMPLE: Contractor pays $50/month to a funded health insurance plan. Davis-Bacon Wage Rates 
require $4/hour paid for fringe benefits. 
FORMULA: ($50 x 12) divided by 1820 = 33 cents as the cash equivalent. 
RESULT: The contractor must pay $3.67 to the employee in cash for fringe benefits and the 
remaining 33 cents to the funded plan. The contractor must note on the back of the payroll under (4) (a-
c) how fringe benefits are paid and provide documentation for the funded plan as listed below. 
Adequacy of fringe benefits will be determined by the DC based upon a review of the following 
information that you are requested to submit: 
1. Description of the coverage that you provide those employees and the name, address and phone 
number of the third party trustee. 
2. Signed authorization of those employees to accept those specific employer-paid contribution 
amounts considered bona fide fringe benefits. 
3.  Or the providers proof of payment into the plan, fund or program (i.e., monthly billing 
statement). 
This adequacy is applicable for one (1) year from the date of review and applies only to HUD funded 
projects. 
The above requested information must be submitted to:  
 


Oklahoma Department of Commerce 
Community Development 


900 N. Stiles 
Oklahoma City, OK 74104-3234 


 


 








Form 9.2 


FINAL WAGE COMPLIANCE REPORT 
 
Grant Recipient Name: Contract Number: 


Contact Person: Telephone No.: 


Project Name: Project Location: 


Construction Completion Date: Contract Amount: $ 


Prime Contractor: 


 


Subcontractors 


 


 
1. Were any workers paid less than the specified Davis-Bacon rates that applied to this project? 
  □ Yes  □ No 
 
2. If YES: 
 
 a. What was the total amount of restitution paid?  $__________________________ 
 
 b. What was the method of restitution? 
   □ Paid by the Contractor 
   □ Paid by Grant Recipient with funds withheld from payment to the Contractor 
 


Firm Affected Employees Amount of 
Restitution Paid 


Nature of Violations 


    


    


    


 
(Attach additional pages if necessary.) 
 
3.  Were any workers not paid the correct overtime payments?  □ Yes □ No 
 
If YES:  Liquidated damages at the rate of $10 for each calendar day for each worker must be calculated 
and the Contractor notified of his liability, and 
 
4. Provide information concerning the nature of the overtime violations.  This should include: 
 
  a. Firm's Name, Address and Phone Number:  ______________________________________________ 
 
 b. Date Contractor was notified in writing of the amount of liquidated damages which could be assessed: 


__________________________________________________________________________________ 
 
  c. Date the Contractor responded to the written notice:  (must be within 30 days of the receipt of 


notification): 
__________________________________________________________________________________ 


 
  d. Did the Contractor seek a reduction or waiver of the liquidated damages? 
 
   □ Yes  □ No
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  e. If YES:  Was the requested approved and for what 
 
   □ Yes - Reduction.  □ Yes - Waiver.  □ No. 
 
  f. On what grounds was HUD's or USDOL's response based? _________________________ 
  _________________________________________________________________________ 
 
  g. Total amount of Liquidated Damages paid:  $_______________ 
 
  h. What was the method of payment of the Liquidated Damages? 
 
   □ Paid by the Contractor 
 
   □ Paid by the Grant Recipient with funds withheld from payment to the Contractor. 
 
  i. Did the Contractor appeal the final decision to assess Liquidated Damages to the Wage Appeals 


Board? 
 
   □ Yes  □ No 
 
  j. Attach copies of all correspondence relative to any Liquidated Damages. 
 
5. If appropriate, attach a recommendation of and justification for sanctions against the Contractor. 
 
 
Submitted by: 
 
 
_____________________________________________  ____________________________ 
Signature        Date 
 
_____________________________________________ 
Typed Name/Title        
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Form 8.1 


PRE-CONSTRUCTION CHECKLIST 
 


 
Project Name: 
 


CDBG Contract No.:  


Location: 
 
 


 


Description of Work to be Performed: 
 
 
 
 


 


Construction Contractor: 
 
 


Contract Amount: $ 


Conference Date: 
 


Location: 
 
 


Participants:   Names: 
 
 
 
 
 
 
 
 


Titles: 


 
Items Covered: ________ Labor Standards 
  
 ________ Grantee's Role and Responsibilities 
  
 ________ Section 3 Contracting, Training and Employment Opportunities 
  
 ________ Construction Contractor's Role and Responsibilities 
  
 ________ Equal Opportunity 
  
 ________ Reporting Requirements and Sanctions 
 
 ________ Other 
 
 
 
 
 
 
 


(Instructions on following pages.) 
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CHECKLIST FOR CONSTRUCTION CONTRACTORS 
 


(MEETING LABOR STANDARDS COMPLIANCE REQUIREMENTS) 
 
I. INTRODUCTION: 


The following checklist has been prepared to assist construction contractors and subcontractors in 
meeting labor compliance responsibilities.  All major administrative and procedural activities have 
been covered in the sequence in which they will occur as the construction project proceeds.  Careful 
attention to and use of the checklist should result in a minimum number of problems with respect to 
labor compliance. 


 
II. EXPLANATORY NOTES: 


The word "employer", as used below, refers to the prime construction contractor, each subcontractor 
or each lower-tier subcontractor.  Payrolls and other documentary evidence of compliance (marked 
"*") must be sent to the Grant Recipient for review (all to be submitted through the prime construction 
contractor).  The submission procedure is as follows: 


 
 A. Each lower-tier subcontractor, after careful review, submits required documents to the respective 


subcontractor. 
 
 B. Each subcontractor, after checking his/her own and those of each lower-tier subcontractor he/she 


may have, submits required documents to the prime construction contractor. 
 
 C. The prime construction contractor, after reviewing all payrolls and other documentation, including 


his/her own, and correcting violations where necessary, submits all to the Grant Recipient. 
 
All employers should check each of the following statements as being true.  If any statement is not true, 
the construction contractor should contact the Grant Recipient for special guidance. 
 
III. BEFORE CONSTRUCTION BEGINS, each employer has: 
 
       A. Been found eligible to participate in any Federal or Federally-assisted project, i.e., not been 


debarred or otherwise made ineligible. 
 
       B. Received appropriate contract provisions covering labor standards requirements. 
 
       C. Reviewed and understands all labor standards contract provisions. 
 
       D. Received the appropriate wage decision(s) as part of the contract.  
 
       E. Requested through the Grant Recipient and received the minimum wage for each classification 


to be worked on the project which was not included on the wage decision by the additional 
classification process and before allowing any such trade(s) to work on the project. 


 
       F. Requested and received certification of his/her apprentice program from the State's Bureau of 


Apprenticeship and Training (State BAT), (recognized by the U.S. Bureau of Apprenticeship and 
Training [USBAT]) and submitted a copy thereof to the Grant Recipient prior to employment on 
the project.  Likewise, "trainee" program certification from USBAT, if applicable, must be 
submitted. 


 
 
IV. AT CONSTRUCTION START, the construction contractor has: 
 
       A. Received a Notice to Proceed from the Grant Recipient. 
 
       B. Notified Contractor of construction start date in writing. 
 
       C. Placed each of the following on a bulletin board prominently located on the project site which 


can be seen easily by the workers (and replaced if lost or unreadable anytime during 
construction): 
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        √  Wage Decision 


        √ Notice to Employees 


___  √ Safety and Health Protection on the Job (USDOL) 


 


       D. Before assigning each project worker to work, obtained the worker's name, best mailing address 
and Social Security Number (for payroll purposes). 


 
       E. Obtained a copy of each apprentice's certificate with the apprentice's registration number and 


his/her year of apprenticeship from the State BAT. 
 
 F. Informed each worker of: 
 
        1. His/her work classification (journeyman or job title) as it will appear on the payroll; 
 
        2. His/her work duties; 
 
        3. The requirement on this project that he/she is either a journeyman, apprentice or laborer: 
 
         If journeyman, he/she is to be paid journeyman's minimum wage rate or more;  
 
         If apprentice, he/she is to be paid not less than the apprentice's rate for the trade based on 


his/her year of apprenticeship; or 
 
         If laborer, he/she is to do laborer's work only - not use any tool or tools of the trade - and not 


perform any part of a journeyman's work - and is to be paid the laborer's minimum wage rate 
or more. 


 
       G. Been informed of the requirements that each laborer or mechanic who performs work on the 


project in more than one classification within the same workweek shall be classified and paid at 
the highest wage rate applicable to any of the work which he/she performs unless the following 
requirements are met: 


 
        1. Accurate daily time records are maintained.  These records must show the time worked in 


each classification and must be signed by the workman. 
 
        2. The payroll shows the hours worked in each classification and the wage rate paid for each 


classification. 
 
        3. The payroll is signed by the workman or a signed copy of the daily time record is attached. 
 
       H. Has informed each worker of his/her hourly wages (not less than the minimum wage rate for this 


work as stated in the Wage Decision). 
 
        1. Time and a half for all work over 40 hours any workweek (see Contract Work Hours Safety 


Standards Act). 
 
        2. Fringe benefits, if any (see wage Decision for any required). 
 
        3. Deductions from his/her pay. 
 
       I. Has informed each worker that he/she is subject to being interviewed on the job by the Grant 


Recipient, ODOC, USDOL or other inspector to confirm that the employer is complying with all 
labor requirements. 


 
       J. Has informed each journeyman and each apprentice that a journeyman must be on the job at all 


times when an apprentice is working. 
 
V. DURING CONSTRUCTION 
 
  A. Each Employer: 
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        1. Has not selected, assigned, paid different pay rates to, transferred, upgraded, demoted, laid 
off or dismissed any project worker because of race, color, religion, sex or national origin. 


 
        2. Has employed all registered apprentices referred to him through normal channels up to the 


applicable ratio of apprentices to journeymen in each trade used by the employer. 
 
        3. Will maintain basic employment records accessible to inspection by the Grant Recipient or 


ODOC representatives. 
 
        4. Is complying with all health and safety standards. 
 
        5. Has paid all workers weekly. 
 
        6. Has submitted weekly payrolls on Form WH-347 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
B. Instructions for completing/reviewing the Front Page of Payroll Form WH-
347 
 
       Name of Employer.  The construction contractor or subcontractor. 
 
       Address.  Street address/P.O. Box, City, State and Zip Code of employer. 
 
        Payroll Number.  Each weekly payroll is numbered in sequential order (starting with Payroll No. 


"1"). 
 
___ If employer's workers perform no physical work on the project during workweek, he/she has 


submitted a "no work" letter for that workweek. 
 
___ Payroll of employer's final workweek on the project (completion of his/her work) is marked "Final". 
 
       For Week Ending.  The last date of the workweek. 
 
       Project and Location.  Name of project and city in which located. 
 
___ Columns 1 thru 9:  Data entered on each line of this section of Form WH-347 represents 


information about a single worker in a separate job classification.  When one worker performs 
more than one class of work during a workweek (split classification), the worker will have data 
reported on multiple lines (as many lines as he/she worked separate classifications).  Accurate 


Construction contractors who wish to purchase the forms are urged to enter their orders promptly.  The 
Superintendent of Documents (Government Printing Office, Washington, D.C.  20402) takes six weeks to fill orders.  
It is permissible for contractors to reproduce the forms if they wish.   Any alternative payroll form should be cleared 
with the grantee before the employer starts work on the project.  A project printout by computer, for example, is 
acceptable, provided all data on the front and back of Payroll Form WH-347 is on or included with the payroll 
submitted to the grantee. 


Some employers place all project workers on Payroll Form WH-347.  The Contractor (owner) does not review any 
project workers on the payroll who perform work in any of the following job titles (which are exempt from labor 
requirements): 
 


 Project superintendent 
 Project engineer 
 Owner-operator 
 Supervisory foreman (less than 20% of time as a working foreman) 
 Messenger 
 Clerical workers (timekeepers, payroll clerks, bookkeepers, etc.) 
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daily time records signed by the employee must show the exact hours worked in each 
classification. 


 
       Column 1:  Worker's Name as it appears on his/her paycheck. 
 
 
 
 
 
 
 
        Column 2: Number of Withholding Exemptions:  This is for employer's convenience;  filling 


this in is not required. 
 
       Column 3: The Work Classification (job title) for the worker is included in the Wage Decision 


and denotes the work that worker actually performed. 
     
          If the worker is an apprentice, enter the State BAT registration number and year 


of apprenticeship in this column the first time the apprentice's name appears on 
the payroll. 


 
          If the worker has performed more than one class of work during the workweek, 


such as carpenter and laborer, the division of work must be shown on separate 
lines of the payroll.  Each class of work performed is noted in Column 3 on a 
separate line and the employee's name is repeated on that line in Column 1. 


 
 
 
 
 
 
         The payroll is signed by the workman in the related "blocks" or a signed copy of 


the daily time records is attached to the payroll 
 
         If the above is not done, the worker is paid at least the highest minimum wage 


rate of all of the classes of work performed for all hours worked. 
 
 
 
 
 
 
 
 
 
 
 
 
        Column 4: Hours Worked, Each Day and Date, for the workweek. 
 
    Regular hours (S for "Straight" time) are entered for each classification for each 


employee.  Overtime hours (O), if any, are reported separately from straight 
hours.  Overtime is any time over 40 hours in any workweek. 


 
        Column 5: Total Hours worked during the workweek are reported (the sum of subcolumns in 


Column 4).  Straight and overtime hours are recorded separately. 


 Worker’s best mailing address and social security number is entered only on the first payroll on which 
his/her name appears; 


 If the worker changes his/her residential address while working on the project, the new address is entered 
on the next applicable payroll; 


 If any two or more workers have the same name, their social security numbers are included on the payroll 
to note their separate identification. 


 


NOTE 
If the applicable classification is not included in the Wage Decision, construction contractor 
should call the Contractor immediately and request the appropriate classification through the 
Additional Classification Process 


The employer may not pay a “semi-journeyman” or semi-skilled laborer the average of journeyman’s and 
laborer’s rates.  The actual hours each worker uses tools of the trade (journeyman) and each hour he/she 
does not use tools of the trade (laborers) must be recorded on separate lines in Column 3 of the payroll.  
The employer may not pay the average of the two classes of work. 


The work classification of helper is not accepted unless included in the Wage Decision issued by the 
Secretary of Labor.  Any employee listed as “helper” in the absence of such a classification in the Wage 
Decision must be paid the journeyman’s rate for hours he/she uses the tools of the trade. 
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        Column 6: Rate of Pay, not less than the minimum wage rate for the work classification (see 


Wage Decision). 
          The Overtime Rate of Pay is not less than 1½ times the worker's basic (straight) 


hourly rate of pay. 
 
          Apprentices.  If a copy of the apprentice's registration certificate from the State 


BAT has not been submitted to Grant Recipient by employer (through construction 
contractor), apprentice must be paid journeyman's rate. 


 
          Piece Worker.  Piece work must be reported in Column 6 at an hourly rate, the 


gross pay for the workweek (work on the project) divided by the total number of 
hours worked on the project during the workweek. 


 
       Column 7: Gross Amount Earned equals straight hours (Column 5) times straight rate of pay 


(Column 6) plus overtime hours, if any, (Column 5) times overtime rate of pay (Col 
6). 


 
       Column 8: Each deduction is: 
 
          √  Required by law; 
  
           √ Voluntarily authorized by the worker in writing before the work week began; or 
 
           √ Provided in a bargaining agreement. 
 
       Column 9:    Net Wages stated are Column 7 minus total deductions shown in Column 8. 
 
 
C. Instruction for completing/reviewing the Back of Payroll (Form WH-347) 


 □ Each Employer has: 
 
        √  Completed all blank spaces and understands the penalties for falsification; 
 
        √  Checked Item 4 if fringe benefits are included in the Wage Decision for all workers: 
 
         4(a)  If fringe benefits are paid to approved fund(s); or, 
 
         4(b) Paid directly to each affected worker each week, his/her paycheck representing at least 


the pay of the applicable minimum wage rate plus the amount of required fringe 
benefits.  


 
        √ Manually signed the payroll in the "block" marked signature and stated his/her title; 
 


       □ The person who signed the payroll is the employer or an official of the employer who is legally 
authorized to act for the employer. 


 
D. Weekly Payroll Review.  Each employer has promptly: 
 
        Reviewed the weekly payroll for compliance with all labor requirements (using this checklist) and 


made necessary corrections. 
 
        Each lower-tier subcontractor has submitted his/her weekly payroll or "no work" letter to the 


respective subcontractor within 3 calendar days from the last date of the workweek. 
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        Each subcontractor has received a payroll or "no work" letter from each of his/her lower-tier 
subcontractors, reviewed each and his/her own payroll, required necessary corrections and 
submitted all such payrolls to the construction contractor within 5 calendar days from the last 
date of the workweek. 


 
        Construction contractor has received a payroll or "no work" letter from each subcontractor and 


each lower-tier subcontractor, monitored each including his/her own payroll, required necessary 
corrections and collectively submitted them to the grantee within 7 work days of the last date of 
the respective workweek. 


 
VI. AFTER PROJECT COMPLETION 
 
       Each employer will keep all weekly payrolls on the project for 3 years after the construction 


contractor's project completion date. 
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REQUEST FOR AUTHORIZATION OF 
ADDITIONAL CLASSIFICATION AND RATE


INSTRUCTIONS: THE CONTRACTOR SHALL COMPLETE ITEMS 3 THROUGH 16, KEEP A PENDING COPY, AND SUBMIT THE REQUEST, IN 
QUADRUPLICATE, TO THE CONTRACTING OFFICER.   
1.  TO: 
            ADMINISTRATOR,  
            WAGE AND HOUR DIVISION 
            U.S. DEPARTMENT OF LABOR 
            WASHINGTON, DC  20210


2.  FROM: (REPORTING OFFICE)


3. CONTRACTOR 4. DATE OF REQUEST


5. CONTRACT NUMBER 6. DATE BID OPENED (SEALED 
    BIDDING)  


7. DATE OF AWARD 8.  DATE CONTRACT WORK
     STARTED


9. DATE OPTION EXERCISED (If 
    APPLICABLE) (SERVICE 
CONTRACT ONLY)


10. SUBCONTRACTOR (IF ANY)


11. PROJECT AND DESCRIPTION OF WORK (ATTACH ADDITIONAL SHEET IF NEEDED) 


12. LOCATION (CITY, COUNTY, AND STATE)


13. IN ORDER TO COMPLETE THE WORK PROVIDED FOR UNDER THE ABOVE CONTRACT, IT IS NECESSARY TO ESTABLISH THE FOLLOWING RATE(S) FOR THE
      INDICATED CLASSIFICATION(S) NOT INCLUDED IN THE DEPARTMENT OF LABOR DETERMINATION


NUMBER: DATED:


a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; 
   AND RATIONALE FOR PROPOSED CLASSIFICATIONS  (Service contracts only) b. WAGE RATE(S)


c. FRINGE BENEFITS 
PAYMENTS


(Use reverse or attach additional sheets, if necessary)


14. SIGNATURE AND TITLE OF SUBCONTRACTOR REPRESENTATIVE 
      (IF ANY)


15. SIGNATURE AND TITLE OF PRIME CONTRACTOR REPRESENTATIVE


16. SIGNATURE OF EMPLOYEE OR REPRESENTATIVE TITLE CHECK APPROPRIATE BOX-REFERENCING BLOCK 13.


AGREE DISAGREE


TO BE COMPLETED BY CONTRACTING OFFICER (CHECK AS APPROPRIATE - SEE FAR 22.1019 (SERVICE CONTRACT LABOR 
STANDARDS) OR FAR 22.406-3 (CONSTRUCTION WAGE RATE REQUIREMENTS)) 


THE INTERESTED PARTIES AGREE AND THE CONTRACTING OFFICER RECOMMENDS APPROVAL BY THE WAGE AND HOUR DIVISION.  AVAILABLE 
INFORMATION AND RECOMMENDATIONS ARE ATTACHED.


THE INTERESTED PARTIES CANNOT AGREE ON THE PROPOSED CLASSIFICATION AND WAGE RATE.  A DETERMINATION OF THE QUESTION BY THE WAGE 
AND HOUR DIVISION IS THEREFORE REQUESTED.  AVAILABLE INFORMATION AND RECOMMENDATIONS ARE ATTACHED.


(Send 3 copies to the Department of Labor)


SIGNATURE OF CONTRACTING OFFICER OR REPRESENTATIVE


STANDARD FORM 1444 (REV. 4/2013) 
Prescribed by GSA-FAR (48 CFR) 53.222(f)


TITLE AND COMMERCIAL TELEPHONE NUMBER DATE SUBMITTED


CHECK APPROPRIATE BOX
SERVICE CONTRACT
CONSTRUCTION CONTRACT


PREVIOUS EDITION IS USABLE


Paperwork Reduction Act Statement - This information collection meets the requirements of 44 U.S.C. § 3507, as amended by section 2 of the Paperwork 
Reduction Act of 1995.  You do not need to answer these questions unless we display a valid Office of Management and Budget (OMB) control number.  
The OMB control number for this collection is 9000-0066.  We estimate that it will take .5 hours to read the instructions, gather the facts, and answer the 
questions.  Send only comments relating to our time estimate, including suggestions for reducing this burden, or any other aspects of this collection of 
information to:  U.S. General Services Administration, Regulatory Secretariat Division (M1V1CB), 1800 F Street, NW, Washington, DC  20405.  


OMB Control Number:  9000-0066 
Expiration Date:  5/31/2025


AUTHORIZED FOR LOCAL REPRODUCTION





REQUEST FOR AUTHORIZATION OF

ADDITIONAL CLASSIFICATION AND RATE

INSTRUCTIONS: THE CONTRACTOR SHALL COMPLETE ITEMS 3 THROUGH 16, KEEP A PENDING COPY, AND SUBMIT THE REQUEST, IN

QUADRUPLICATE, TO THE CONTRACTING OFFICER.   

1.  TO:

            ADMINISTRATOR, 

            WAGE AND HOUR DIVISION

            U.S. DEPARTMENT OF LABOR

            WASHINGTON, DC  20210

2.  FROM: (REPORTING OFFICE)

3. CONTRACTOR

4. DATE OF REQUEST

5. CONTRACT NUMBER

6. DATE BID OPENED (SEALED

    BIDDING)  

7. DATE OF AWARD

8.  DATE CONTRACT WORK

     STARTED

9. DATE OPTION EXERCISED (If

    APPLICABLE) (SERVICE CONTRACT ONLY)

10. SUBCONTRACTOR (IF ANY)

11. PROJECT AND DESCRIPTION OF WORK (ATTACH ADDITIONAL SHEET IF NEEDED) 

12. LOCATION (CITY, COUNTY, AND STATE)

13. IN ORDER TO COMPLETE THE WORK PROVIDED FOR UNDER THE ABOVE CONTRACT, IT IS NECESSARY TO ESTABLISH THE FOLLOWING RATE(S) FOR THE

      INDICATED CLASSIFICATION(S) NOT INCLUDED IN THE DEPARTMENT OF LABOR DETERMINATION

NUMBER:

DATED:

a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES;

   AND RATIONALE FOR PROPOSED CLASSIFICATIONS  (Service contracts only)

b. WAGE RATE(S)

c. FRINGE BENEFITS

PAYMENTS

(Use reverse or attach additional sheets, if necessary)

14. SIGNATURE AND TITLE OF SUBCONTRACTOR REPRESENTATIVE

      (IF ANY)

15. SIGNATURE AND TITLE OF PRIME CONTRACTOR REPRESENTATIVE

16. SIGNATURE OF EMPLOYEE OR REPRESENTATIVE

TITLE

CHECK APPROPRIATE BOX-REFERENCING BLOCK 13.

AGREE

DISAGREE

TO BE COMPLETED BY CONTRACTING OFFICER (CHECK AS APPROPRIATE - SEE FAR 22.1019 (SERVICE CONTRACT LABOR STANDARDS) OR FAR 22.406-3 (CONSTRUCTION WAGE RATE REQUIREMENTS)) 

THE INTERESTED PARTIES AGREE AND THE CONTRACTING OFFICER RECOMMENDS APPROVAL BY THE WAGE AND HOUR DIVISION.  AVAILABLE

INFORMATION AND RECOMMENDATIONS ARE ATTACHED.

THE INTERESTED PARTIES CANNOT AGREE ON THE PROPOSED CLASSIFICATION AND WAGE RATE.  A DETERMINATION OF THE QUESTION BY THE WAGE

AND HOUR DIVISION IS THEREFORE REQUESTED.  AVAILABLE INFORMATION AND RECOMMENDATIONS ARE ATTACHED.

(Send 3 copies to the Department of Labor)

SIGNATURE OF CONTRACTING OFFICER OR REPRESENTATIVE

STANDARD FORM 1444 (REV. 4/2013)

Prescribed by GSA-FAR (48 CFR) 53.222(f)
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SERVICE CONTRACT

CONSTRUCTION CONTRACT

PREVIOUS EDITION IS USABLE
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Standard Form 1444 - Request for Authorization of Additional Classification and Rate

		CHECK APPROPRIATE BOX. SERVICE CONTRACT: 0

		CHECK APPROPRIATE BOX. CONSTRUCTION CONTRACT: 0

		2. FROM: (REPORTING OFFICE): 

		3. CONTRACTOR: 

		4. DATE OF REQUEST. Enter 2 digit month, 2 digit day and 4 digit year.: 

		9. DATE OPTION EXERCISED (If APPLICABLE) (SCA ONLY) Enter 2 digit month, 2 digit day and 4 digit year.: 

		8. DATE CONTRACT WORK STARTED. Enter 2 digit month, 2 digit day and 4 digit year.: 

		7. DATE OF AWARD. Enter 2 digit month, 2 digit day and 4 digit year.: 

		6. DATE BID OPENED (SEALED BIDDING) Enter 2 digit month, 2 digit day and 4 digit year.: 

		5. CONTRACT NUMBER: 

		10. SUBCONTRACTOR (IF ANY): 

		11. PROJECT AND DESCRIPTION OF WORK (ATTACH ADDITIONAL SHEET IF NEEDED): 

		12. LOCATION (CITY, COUNTY AND STATE): 

		13. IN ORDER TO COMPLETE THE WORK PROVIDED FOR UNDER THE ABOVE CONTRACT, IT IS NECESSARY TO ESTABLISH THE FOLLOWING RATE(S) FOR THE INDICATED CLASSIFICATION(S) NOT INCLUDED IN THE DEPARTMENT OF LABOR DETERMINATION. NUMBER: 

		13. IN ORDER TO COMPLETE THE WORK PROVIDED FOR UNDER THE ABOVE CONTRACT, IT IS NECESSARY TO ESTABLISH THE FOLLOWING RATE(S) FOR THE INDICATED CLASSIFICATION(S) NOT INCLUDED IN THE DEPARTMENT OF LABOR DETERMINATION. Enter 2 digit month, 2 digit day and 4 digit year.: 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 1 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 9 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 10 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 8 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 7 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 6 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 5 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 4 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 3 of 10.: 

		13c. FRINGE BENEFITS PAYMENTS: 

		13b. WAGE RATE(S): 

		13a. LIST IN ORDER:  PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIPTION(S); DUTIES; AND RATIONALE FOR PROPOSED CLASSIFICATIONS 2 of 10.: 

		13b. WAGE RATE(S): 

		13c. FRINGE BENEFITS PAYMENTS: 

		14. TITLE OF SUBCONTRACTOR REPRESENTATIVE (IF ANY): 

		TITLE: 

		CHECK APPROPRIATE BOX-REFERENCING BLOCK 13. AGREE: 0

		CHECK APPROPRIATE BOX-REFERENCING BLOCK 13. DISAGREE: 0

		THE INTERESTED PARTIES AGREE AND THE CONTRACTING OFFICER RECOMMENDS APPROVAL BY THE WAGE AND HOUR DIVISION. AVAILABLE INFORMATION AND RECOMMENDATIONS ARE ATTACHED.: 0

		THE INTERESTED PARTIES CANNOT AGREE ON THE PROPOSED CLASSIFICATION AND WAGE RATE. A DETERMINATION OF THE QUESTION BY THE WAGE AND HOUR DIVISION IS THEREFORE REQUESTED. AVAILABLE INFORMATION AND RECOMMENDATIONS ARE ATTACHED.: 0

		TITLE : 

		COMMERCIAL TELEPHONE NUMBER: 

		DATE SUBMITTED. Enter 2 digit month, 2 digit day and 4 digit year.: 

		15. SIGNATURE OF PRIME CONTRACTOR REPRESENTATIVE: 










U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 
OFFICE OF LABOR RELATIONS 


 
CERTIFICATE FROM CONTRACTOR APPOINTING OFFICER OR EMPLOYEE TO 


SUPERVISE PAYMENT OF EMPLOYEES 
 
Project Name:  ______________________________________Date:  _________________________________ 
 
Location:  _____________________________________________Project #:  ___________________________ 
                    (Address to include City and State) 
(I)(We) hereby certify that (I am) (we are) (the prime contractor) (a subcontractor) for 
 
________________________________________________________________________ in connection with 


    (Specify “General Construction”, “Plumbing”, “Roofing”, etc.) 
 
construction of the above-mentioned project, and that (I) (we) have appointed 
  
*_______________________________________________________________ whose signature appears  


 (Name of Appointee) 
below, to supervise the payment of (my) (our) employees beginning __________________________________;  
                       (Date) 
that he/she is in a position to have full knowledge of the facts set forth in the payroll documents and in the 
Statement of Compliance required by the so-called Kick-Back Statue which he/she is to execute with (my) (our) 
full authority and approval until such time as (I) (we) submit to the: 
 
_______________________________________________________ a new certificate appointing some other 
                            (Name of Contractor) 
 person for the purpose herein above stated. 
 
 
*________________________________________ 
          (Identifying Signature of Appointee) 
 
Attest (if required):           _______________________________________ 
                        (Name of Firm or Corporation) 
 
_________________________________________       By: ________________________________________ 


     (Signature)            (Signature) 
 
 
_________________________________________      ________________________________________ 


        (Title)                (Title) 
 
=================================================================================== 


NOTE: This certificate must be executed by an authorized officer of a corporation, by a member of a 
partnership, or the sole owner, and shall be executed prior to and be submitted with the first payroll. 
Should the appointee be changed, a new certificate must accompany the first payroll for which the new 
appointee executes a Statement of Compliance required by the Kick-Back Statue. 


 





		Date: 

		SUPERVISE PAYMENT OF EMPLOYEES: 

		Address to include City and State: 

		Project: 

		Specify General Construction Plumbing Roofing etc: 

		Name of Appointee: 

		Date_2: 

		Name of Contractor: 

		Name of Firm or Corporation: 

		Title: 

		Title_2: 








PAYROLL DEDUCTION AUTHORIZATION 


 


This is to authorize_________________________________________ to deduct from 
         (Name of Employer) 
my paycheck  $_________________*.  This is for item number(s):  (circle item number(s)). 
 
 REPAYMENT OF: 
 


1. Loan       7.  Credit Union 
2. Retirement      8.  Profit Sharing 
3. Advance on Wages     9.  Donations to Agencies 
4. Savings      10.  Insurance Premiums 
5. Savings bonds     11.  Union Dues 
6. Uniforms      12.  ____________________ 


                                                                                            (Other) 
                                                                          
*This deduction is to be made       One time only     
(CHECK APPROPRIATE BOX)       Weekly 
                                                                                Bi-Weekly 
                                                                                For ______weeks 
                                                                                  _______________ 
 
 
 
 
HUD PROJECT: 
 
NAME_______________________________ NUMBER_______________________ 
 
EMPLOYEE’S NAME 
PRINTED OR TYPED:__________________________________________________          
 
EMPLOYEE’S 
SIGNATURE:_________________________________DATE:  __________________ 
 


 
    





		This is to authorize: 

		my paycheck: 

		12: 

		One time only: Off

		Weekly: Off

		BiWeekly: Off

		For: Off

		weeks: 

		undefined: 

		undefined_2: 

		NAME: 

		NUMBER: 

		PRINTED OR TYPED: 

		DATE: 

		Check Box1: Off

		Check Box2: Off

		Check Box3: Off

		Check Box4: Off

		Check Box5: Off

		Check Box6: Off

		Check Box7: Off

		Check Box8: Off

		Check Box9: Off

		Check Box10: Off

		Check Box11: Off








CONFIDENTIAL


Record of
Employee Interview


U.S. Department of Housing
and Urban Development
Office of Labor Relations


OMB Approval No. 2501-0009
(exp.09/30/2017)


Public reporting burden for this collection of information is estimated to average 15 minutes per response, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information. This agency may not collect this information, and you are not required to complete
this form, unless it displays a currently valid OMB control number. The information is collected to ensure compliance with the Federal labor standards by recording interviews with
construction workers. The information collected will assist HUD in the conduct of compliance monitoring; the information will be used to test the veracity of certified payroll reports
submitted by the employer. Sensitive Information. The information collected on this form is considered sensitive and is protected by the Privacy Act. The Privacy Act requires that these
records be maintained with appropriate administrative, technical, and physical safeguards to ensure their security and confidentiality. In addition, these records should be protected
against any anticipated threats or hazards to their security or integrity that could result in substantial harm, embarrassment, inconvenience, or unfairness to any individual on whom the
information is maintained. The information collected herein is voluntary, and any information provided shall be kept confidential.


1a. Project Name 2a. Employee Name


1b. Project Number 2b. Employee Phone Number (including area code)


1c. Contractor or Subcontractor (Employer) 2c. Employee Home Address & Zip Code


2d. Verification of identification?


Yes No


3a. How long on this
job?


3b. Last date on this
job before today?


3c. No. of hours last
day on this job?


4a. Hourly rate of pay? 4b. Fringe Benefits? 4c. Pay stub?


Vacation Yes No Yes No


Medical Yes No


Pension Yes No


5. Your job classification(s) (list all) --- continue on a separate sheet if necessary


6. Your duties


7. Tools or equipment used


Y N Y N


8. Are you an apprentice or trainee? 10. Are you paid at least time and ½ for all hours worked in excess of 40 in a week?


9. Are you paid for all hours worked? 11. Have you ever been threatened or coerced into giving up any part of your pay?


12a. Employee Signature 12b. Date


13. Duties observed by the Interviewer (Please be specific.)


14. Remarks


15a. Interviewer name (please print) 15b. Signature of Interviewer 15c. Date of interview


Payroll Examination
16. Remarks


17a. Signature of Payroll Examiner 17b. Date


Previous editions are obsolete Form HUD-11 (08/2004)





		1c Contractor or Subcontractor Employer: 

		No: Off

		ChkBox: Off

		4a Hourly rate of pay: 

		4b Fringe Benefits: Off

		No0: Off

		ChkBox0: Off

		No1: Off

		ChkBox1: Off

		No2: Off

		ChkBox2: Off

		6 Your duties: 

		7 Tools or equipment used: 

		ChkBox3: Off

		10 Are you paid at least time and  for all hours w: Off

		ChkBox4: Off

		ChkBox5: Off

		ChkBox6: Off

		11 Have you ever been threatened or coerced into g: Off

		ChkBox7: Off

		ChkBox8: Off

		12a Employee Signature: 

		12b Date: 

		14 Remarks: 

		15a Interviewer name please print: 

		15b Signature of Interviewer: 

		15c Date of interview: 

		Payroll Examination: 

		17a Signature of Payroll Examiner: 

		17b Date: 

		1a Project Name: 

		2a Employee Name: 

		1b Project Number: 

		2b Employee Phone Number including area code: 

		2c Employee Home Address  Zip Code: 

		How long on this job?: 

		Last date on this job before today?: 

		Text3: 

		Duties observed: 

		Job Classification: 








CDBG CERTIFICATE OF COMPLETION 
 


I,                
     (print your name here) 


 


      Engineering:            
   (print name of company) 


 


      Architect:             
                            (print name of company) 
 


      County Commissioner:           
              (print name of County) 


 
      City/Town Personnel:           


           (print name of City/Town here) 
 


have been the project site overseer for CDBG Project #_________________, for the     
of _________________,    County, Oklahoma, for certain improvements consisting of: 
 


 (Project description)          
             
              


 
do hereby concur that the above referred to improvements were accomplished according to approved 
plans and specifications and/or duly authorized change orders, to the best of my knowledge, information 
and belief.  This Certification is for the benefit of the OWNER listed above to finalize the project quantities 
and payment. 
 
A final field observation of the project was completed. 
 
______________________ of ____________________ is the prime contractor on this job. 
(print name of Contractor)        (print contractor company name here) 


 
 
I DO HEREBY APPROVE THE ABOVE REFERRED TO IMPROVEMENTS, AND RECOMMEND APPROVAL TO THE  
 


_____________________________________. 
(print name of City/Town/County) 


 
 


Dated this _____ day of ______________, 20____. 
 
 
      
(your signature here) 


 
 
              
(print name here)       (print company name here) 





		print your name here: 

		print name of company: 

		Engineering: Off

		Architect: Off

		County Commissioner: Off

		CityTown Personnel: Off

		print name of company_2: 

		print name of County: 

		print name of CityTown here: 

		for the: 

		have been the project site overseer for CDBG Project: 

		undefined: 

		County Oklahoma for certain improvements consisting of: 

		Project description 1: 

		Project description 2: 

		print name of Contractor: 

		print contractor company name here: 

		print name of CityTownCounty: 

		day of: 

		20: 

		undefined_2: 

		print name here: 

		print company name here: 

		Text1: 








Community Development Block Grant 


CDBG-DR CLOSEOUT CHECKLIST 


__________________________________________________________________________
Certifying Officer Signature                                                           Date 


______________________________________ 
Printed Name       


Grant Recipient - Click here to enter text. 
CDBG-DR Contract    Click here to enter text. 


Submitted 
1. FINAL EXPENDITURE REPORT


Submitted prior to closeout in OKGrants


2. CONTRACT CLOSEOUT CERTIFICATION
Filled out and signed by Authorized Official in OKGrants


3. FINAL QUARTER PERFORMANCE/ACTIVITY BENEFICIARY REPORT
(Each activity should submit documentation to reflect final performance measures)


4. PROOF OF SECOND PUBLIC HEARING
Notice of Second Public Hearing – if posted, must be posted in three separate addresses and 
acknowledged on the notice. Include CDBG contract number(s) and detailed description of project, 
beneficiaries being served, and signature/seal. Signed copy of hearing minutes, sign-in sheet.


5. FINAL WAGE COMPLIANCE REPORT 
Must be completed/submitted for each contracted construction activity.


6. AUDIT (single audit requirement verification).


7. CERTIFICATE OF COMPLETION
Final Inspection and/or Engineering Report is required to be submitted as proof that the project is complete 
and acceptable for each activity. Must provide detailed project/activity accomplishments.


8. SECTION 3 SUMMARY REPORT
Required as proof of attempts to comply with Section 3 with all contracts.


9. BOARD MINUTES OR RESOLUTION
Board minutes to acknowledge that the project is accepted as completed and that all final costs have been 
incurred or obligated making final payment to contractor.


10. Visual Documentation
Provide photos of completed activity improvements.


☐


☐


☐


☐


☐


☐


☐


☐


☐


☐
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Introduction 


Accessibility Statement from the Oklahoma Department of Commerce  


The Oklahoma Department of Commerce is committed to making its electronic and information 


technologies accessible to individuals with disabilities in accordance with both Section 508 of the 


Rehabilitation Act (29 U.S.C. 794d), as well as Oklahoma’s Oklahoma Electronic and Information 


Technology Accessibility law, or EITA. 


 


Oklahoma works to make its government more transparent, available, and useful. Making State 


technology resources accessible to people with disabilities helps the State to meet its goal of 


creating a more transparent government. Complete information can be found at 


https://www.ok.gov/accessibility/. 


Commerce posts many documents to our websites in Adobe PDF format to provide enhanced 


document features and preserve design. The ability to open PDF documents is built into most 


popular web browsers and Adobe Reader is provided for free by Adobe at adobe.com. Commerce 


posts PDFs in text format so that documents can be read by screen readers.  


 


Commerce posts some documents to our websites in Microsoft Office formats including Word, 


Excel, and PowerPoint format. Microsoft provides viewer applications for these formats for free 


on their website at microsoft.com.  


 


Disaster Recovery Website 


ODOC/CD maintains a website specifically for the 2019 CDBG-DR program. Please visit: 


https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/ and check 


back often because the website is frequently updated. 


o Notifications for Public Hearings will be published in English and Spanish.  


o Read the 2019 CDBG-DR Action Plan, Citizen Participation Plan, Quarterly Reporting, 


and more.  


o The website can easily be translated by clicking the “Translate This Page” button at the top 


of the screen.  


 


If you need assistance with the website, or encounter any technical difficulties with the website, 


please contact Susan Riley (susan.riley@okcommerce.gov). 


 


 


 


 


 


 


 



https://www.ok.gov/accessibility/

https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/
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Staff Contacts for Questions, Comments, or Assistance  


Please contact either Jade Shain or Taylor Huizenga if you have any questions, comments, or if in 


need of assistance for disability accommodations, translation, or interpretation services.  


 


Jade Shain | Programs Planner 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


jade.shain@okcommerce.gov 


 
 


Taylor Huizenga | Programs Representative 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


taylor.huizenga@okcommerce.gov 


 
 


 


Background to the 2019 CDBG-DR Grant Program 


Oklahoma experienced severe storms from May 7, 2019 through June 9, 2019. These storms 


brought straight-line winds, tornadoes, and significant flooding to several communities throughout 


the state.  


Due to the extensive damage to housing and infrastructure from these storm events, an allocation 


notice was issued by the United States Department of Housing and Urban Development (HUD) in 


Federal Register Notice Vol. 85, No. 17, Page 4681 Public Law 116-20 . This Federal Register 


Notice states that Oklahoma is eligible to receive an allocation of $36,353,000 in disaster recovery 


funds for necessary expenses for activities authorized under Title I of the Housing and Community 


Development Act of 1974 (42 U.S.C. 5301 et. Seq.) to address long-term recovery needs, 


particularly in the area of housing recovery that focuses on low and moderate-income 


beneficiaries. Per the Federal Register Notice, the only areas in which the funds can be expended 


are Presidentially Declared Disaster areas as a result of the incident period (May 7, 2019 to June 


9, 2019) as defined by the applicable Disaster Declaration 4438. Within these eligible areas, the 


Federal Register Notice requires that a minimum of $29,082,000, or 80% of the total State’s 


$36,353,000 CDBG-DR funding allocation, must be expended on CDBG eligible disaster related 


activities in Muskogee, Tulsa, and Sequoyah counties (see map below). 


 


 


 


 



mailto:jade.shain@okcommerce.gov

mailto:taylor.huizenga@okcommerce.gov





 
 


The remaining funding (20% of the total allocation) will be available for CDBG eligible disaster 


related activities in eligible counties as defined by Disaster Declaration 4438. Applicants from 


Alfalfa, Canadian, Cherokee, Craig, Creek, Delaware, Garfield, Kay, Kingfisher, Le Flore, Logan, 


Mayes, Noble, Nowata, Okmulgee, Osage, Ottawa, Pawnee, Payne, Pottawatomie, Rogers, 


Wagoner, Washington, and Woods are also eligible to submit applications related to the 


aforementioned disaster. 


  







Purpose 


 CDBG-DR-funded activities in this category include the repair, replacement, or relocation of damaged 


public facilities or public improvements. Infrastructure activities typically meet the National Objective 


of Low-to-Moderate Income (LMI) Area Benefit. T he  Oklahoma  Depar t men t  o f  Commerce  


(ODOC)  wi l l  on ly  ac cep t  p ro j ec t s  unde r  t he  Urgen t  Need  Na t iona l  Ob jec t i ve  i f  


s i gn i f i can t  documenta t i on  o f  such  need  i s  p rov ided  a t  t he  t ime  o f  app l i ca t i on .  If 


applicable, infrastructure projects located in a floodplain must meet the requirements of 24CFR Part 55 


“Floodplain Management and Protection of Wetlands.” 


The State has allocated disaster recovery dollars to infrastructure as follows: 


STATE OF OKLAHOMA: CDBG-DR Allocation (PL 116-20) 


Activities for Phase 1 


Applications 


Amount Allocation % 


Housing (Owner-Occupied 


and Multi-family Housing) 


 


$21,766,442.30 


 


59.9% 


Owner-Occupied Single 


Family Homes   


     Buyout Program $10,466,442.30 28.8% 


    Reconstruction and 


Rehabilitation Program $4,500,000.00 12.4% 


    Owner Reimbursement 


Program (Subsidized      Loans 


such as SBA) $500,000.00 1.4% 


Multi-family Homes: 


(Reimbursement, 


Rehabilitation, & 


Reconstruction $6,300,000 17.3% 


Infrastructure (directly 


supported housing)  $2,000,000*  


Activities for Phase 2 


Applications Amount  Allocation % 


Public Facilities & 


Improvements (Infrastructure 


that directly supports 
$9,678,317.70 32.1 % 







housing will be available 


during Application Phase I) 


Planning $1,090,590.00 3.0% 


Administration $1,817,650.00 5.0% 


TOTAL: $36,353,000.00 100% 


 


As per 24 CFR Part 570.483, subrecipients that receive an award from the state, may use either HUD-


provided data comparing census data with appropriate LMI levels or survey data that is methodologically 


sound. An activity that serves an area that is not primarily residential in character shall not qualify 


under this criterion for Phase 1 Applicants (housing-supported infrastructure only) but will 


qualify for Phase II Applicants (any eligible infrastructure project). 


The Census divisions that best fall within the service area should be used for defining the service area 


for purposes of reporting on the activity and for calculating the percentage of LMI income persons 


residing in that area. Subrecipients that believe that the census data does not reflect current relative 


income levels in an area, or where census boundaries do not coincide sufficiently well with the service 


area of an activity, may conduct a current survey of the residents of the area to determine the percent of 


such persons that are LMI. Subrecipients should consider the nature of the activity, location and capacity 


to serve particular areas, and limitations to public access when surveying residents. The process to 


conduct an income survey is further outlined in the CDBG-DR Application Handbook. 


As previously stated, all CDBG-DR disaster recovery activities must clearly address an impact of the 


disaster for which funding was appropriated. Given the standard CDBG requirements, this means each 


activity must: 


(1) Be CDBG-DR eligible (or receive a waiver); 


(2) Meet a national objective (primarily LMI benefit); and 


(3) Address a direct or indirect impact from the disaster in a presidentially declared county. 


Levees 


CDBG-DR funds can be used for the rehabilitation of levees on both public and private property. 


Subrecipients may use CDBG-DR funds to make improvements to flood control systems, including those 


funded or maintained by the U.S. Army Corps of Engineers (USACE). Mitigation features may be added 


onto a project that addresses recovery from the effects of the covered disaster. For example, if a levee 


failed or had to be extensively sandbagged above its existing level or was overtopped but held, one might 


be eligible to raise it with CDBG-DR funds, provided the project meets the LMI threshold, or in certain 


cases, the Urgent Need National Objective.  


When applicable, Federal policy generally requires subrecipients who use CDBG-DR funds for levees 


and dams to:  


1. Register and maintain entries regarding such structures with the USACE National Levee Database 


or National Inventory of Dams;  







2. Ensure that the structure is admitted in the USACE PL 84-99 Program (Levee Rehabilitation and 


Improvement Program);  


3. Ensure the structure is accredited under the FEMA National Flood Insurance Program;  


4. Upload into the DRGR the exact location of the structure and the area served and protected by the 


structure; and  


5. Maintain file documentation demonstrating that the grantee has conducted a risk assessment prior to 


funding the flood control structure and documentation that the investment includes risk reduction 


measures 


Application and Administration 


For the CDBG-DR Infrastructure, eligible applicants are Units of General Local Government (UGLG), 


which include incorporated towns, cities, counties, and certain non-profits. Eligible applicants can also 


be tribal nations, other State agencies, and Councils of Governments.  


 


Applicants must have proposals that tie-back to the disaster period (May 7, 2019 through June 9, 2019) 


and geographic area described in the Presidential Declared Disaster (DR-4438).  


 


At the time of application, projects should be identified by the subrecipient that would qualify for the 


program. A budget is determined based on need of the subrecipient applying. If awarded, the subrecipient 


contracts with the Oklahoma Department of Commerce (ODOC) to administer and oversee their 


jurisdiction in which the program applies. The subrecipient will administer and oversee the project’s 


completion with continued oversight and technical assistance from the Oklahoma Department of 


Commerce.   


 


Eligible Activities 


Activities should add to the long-term recovery of an affected area and create a safer environment for 


citizens. Activities must have a clear tieback to the DR-4438 FEMA declared disaster. Activities can 


include, but are not limited to: 


• Flood control and drainage repair and improvements, including the construction or rehabilitation 


of storm water management system 


• Restoration of infrastructure such as bridges, water and sewer facilities, streets, the provision of 


generators and removal of debris 


• The addition of infrastructure to support Low to Moderate Income housing  


Environmental Requirements for CDBG funding 


It is required that all approved subrecipients for the Public Facilities and Improvements Program follow 


all CDBG environmental regulations prior to receiving a release of funds. Additional information on 


CDBG environmental regulations can be found in the 24 CFR Part 58. For more information, refer to 


the Policies and Procedures (PnP) Manual supplied by the Oklahoma Department of Commerce. 
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Introduction 


 


Accessibility Statement from the Oklahoma Department of Commerce  


The Oklahoma Department of Commerce is committed to making its electronic and information 


technologies accessible to individuals with disabilities in accordance with both Section 508 of the 


Rehabilitation Act (29 U.S.C. 794d), as well as Oklahoma’s Oklahoma Electronic and Information 


Technology Accessibility law, or EITA. 


Oklahoma works to make its government more transparent, available, and useful. Making State technology 


resources accessible to people with disabilities helps the State to meet its goal of creating a more transparent 


government. Complete information can be found at https://www.ok.gov/accessibility/. 


Commerce posts many documents to our websites in Adobe PDF format to provide enhanced document 


features and preserve design. The ability to open PDF documents is built into most popular web browsers 


and Adobe Reader is provided for free by Adobe at adobe.com. Commerce posts PDFs in text format so 


that documents can be read by screen readers.  


Commerce posts some documents to our websites in Microsoft Office formats including Word, Excel, and 


PowerPoint format. Microsoft provides viewer applications for these formats for free on their website at 


microsoft.com.  


Disaster Recovery Website 


ODOC/CD maintains a website specifically for the 2019 CDBG-DR program. Please visit: 


https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/ and check back often 


because the website is frequently updated. 


o Notifications for Public Hearings will be published in English and Spanish.  


o Read the 2019 CDBG-DR Action Plan, Citizen Participation Plan, Quarterly Reporting, and more.  


o The website can easily be translated by clicking the “Translate This Page” button at the top of the 


screen.  


 


If you need assistance with the website, or encounter any technical difficulties with the website, please 


contact hello@okcommerce.gov.  


 


 


 


 


 



https://www.ok.gov/accessibility/

https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/

mailto:hello@okcommerce.gov





 
 


2019 CDBG-DR Voluntary Buyout Program Guidelines 3 
 


Staff Contacts for Questions, Comments, or Assistance  


Please contact either Jade Shain or Taylor Huizenga if you have any questions, comments, or if in need of 


assistance for disability accommodations, translation, or interpretation services. The agency contacts for 


this 2019 CDBG-DR Voluntary Buyout Program Guidelines are: 


 


Jade Shain | Programs Planner 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


jade.shain@okcommerce.gov 


 
 


Taylor Huizenga | Programs Representative 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


taylor.huizenga@okcommerce.gov 
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Background to the 2019 CDBG-DR Grant Program 


Oklahoma experienced severe storms from May 7, 2019 through June 9, 2019. These storms brought 


straight-line winds, tornadoes, and significant flooding to several communities throughout the state.  


Due to the extensive damage to housing and infrastructure from these storms, an allocation notice was 


issued by the United States Department of Housing and Urban Development (HUD) in Federal Register 


Notice 85 FR 4681. This Federal Register Notice states that Oklahoma is eligible to receive an allocation 


of $36,353,000 in disaster recovery funds for necessary expenses for activities authorized under Title I of 


the Housing and Community Development Act of 1974 (42 U.S.C. 5301 et. Seq.) to address long-term 


recovery needs, particularly in the area of housing recovery that focuses on low and moderate-income 


beneficiaries. Per the Federal Register Notice, the only areas in which the funding can be expended lie in 


Presidentially Declared Disaster areas of the state occurring during the incident period (May 7, 2019 to 


June 9, 2019) as defined under the applicable Disaster Declaration 4438 . Within these eligible areas, the 


Federal Register Notice requires that a minimum of $29,082,000, or 80% of the total State’s $36,353,000 


CDBG-DR funding allocation, must be expended on CDBG eligible disaster related activities in Muskogee, 


Tulsa, and Sequoyah counties (see map below). 


 


 


The remaining funding will be available for CDBG eligible disaster related activities in eligible counties as 


defined by Disaster Declaration 4438. Applicants from Alfalfa, Canadian, Cherokee, Craig, Creek, 


Delaware, Garfield, Kay, Kingfisher, Le Flore, Logan, Mayes, Noble, Nowata, Okmulgee, Osage, Ottawa, 


Pawnee, Payne, Pottawatomie, Rogers, Wagoner, Washington, and Woods are also eligible to submit 


applications related to the aforementioned disaster. 
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Oklahoma’s 2019 CDBG-DR Voluntary Buyout Program Guidelines 


Overview of the Voluntary Buyout Program 


The 2019 CDBG-DR Voluntary Buyout Program (VBP) is intended to help eligible Oklahoman applicants 


whose housing was directly impacted by the 2019 storm events. The goal of this program is to voluntarily 


buyout properties located in the 100-year floodplain and floodway for uses compatible with open space, 


green space, recreational, and floodplain management. Properties purchased with CDBG-DR funds shall 


be deed-restricted to remain green space, recreational, or floodplain management areas in perpetuity; 


residential or commercial development on properties acquired through the is prohibited.  


Eligible applicants, referred to as “Subrecipients” in this document, include county and city governments, 


state agencies, non-profit organizations, Councils of Government (COGs), and tribal nations.  


Subrecipients participating in this program can purchase properties at the current fair market value of the 


home plus a housing incentive for a total of $110,000.  If a homeowner has a mortgage on their home, funds 


can be spent to pay off the mortgage up to $110,000. The sum of the mortgage payoff, current fair market 


value and the housing incentive cannot exceed $110,000. Please note that forced mortgage payoffs are 


ineligible expenses for the VBP (83 FR 5858).  


Demolition and clearance fees will not count towards the $110,000 cap. Instead, subrecipients may use up 


to $25,000 for demolition and clearance of acquired properties. Subrecipients are strongly advised to 


combine demolition and clearance services across multiple parcels in order to lower demolition costs. In 


the event that a demolition and clearance fee costs more than $25,000 per parcel, the subrecipient must 


advise ODOC and request approval to ensure this is a fair and reasonable cost. The demolition contractor 


must adhere to all federal, state, and local laws pertaining to the safe demolition and disposal of materials. 


The intent of this program cap is meant to support Low-to-Moderate-Income persons when purchasing a 


new home outside of the 100-year floodplain. Persons who do not qualify as Low-to-Moderate Income 


must meet the Urgent Need objective and can only be purchased for the current fair market value up to a 


maximum of $110,000. Properties purchased with CDBG DR funds must be deed-restricted to remain green 


space in perpetuity. 


ODOC will prioritize VBP applications that come from applicants that reside in the HUD Most Impacted 


and Distressed Areas (Muskogee, Sequoyah, and Tulsa counties).  


Please note that all awards are subject to the Robert T. Stafford Act, requiring that all funds used for 


disaster-related purpose must be deducted as a duplication of benefit.  


Eligibility Requirements 


The following conditions must be met: 


1. The housing structure (single-family, multifamily, or mobile home) must be located in one of the 


27 DR-4438 eligible counties. 


2. The property is required to have been the primary residence at the time of the disaster. 


3. The housing structure must have documented damage from the storm events during the DR-4438 


incident period. The incident period is defined as May 7, 2019, to June 9, 2019.  
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4. The housing structure must be located within either the 100-year floodplain or floodway per the 


most current Federal Emergency Management Agency (FEMA) flood maps.  


5. The property owner (referred to as a “Beneficiary” in this document) must meet at least one of the 


National Objectives: 


a. Low-to-Moderate income household; or 


b. Urgent Need (limited cases pre-approved by ODOC) 


6. Demolished housing structures remain eligible if the homeowner demolished the building after the 


May 7, 2019, to June 9, 2019 storm event.  


7. The homeowner must demonstrate a clear title of the housing structure. Failure to provide this 


information will result in VBP ineligibility. 


a. Subrecipients are advised to contract out or seek input from a local title company that can 


perform title searches and procude a title commitment letter after the applicant applies to 


the VBP. 


8. The homeowner must provide documentation that property taxes are current or that the property is 


otherwise lawfully exempt.  


9. The property will be deed-restricted to remain green space, recreational, or floodplain management 


areas in perpetuity; residential or commercial development on properties acquired through the is 


prohibited. 


Deadline for Voluntary Buyout Program 


Subrecipients must have an application deadline for when they will accept VBP applications that is within 


the 5 year contract with ODOC. Subrecipients should consider a deadline that is within the first 18 months 


of their applications being open to ensure the Subrecipient can meet all requirements of their contract with 


ODOC. Applications received after the specified deadline should not be considered.  


National Objectives  


The primary focus of CDBG-DR funding is to help communities recover from disasters. In order for 


communities to be eligible for funding, the U.S. Housing and Urban Development (HUD) requires that 


every CDBG-DR funded activity must qualify as meeting one of the three national objectives of the 


program. ODOC will only consider the following National Objectives for the VBP: 


1. Benefiting Low-to-Moderate Income (LMI) households 


a. Low-to-Moderate-Income Housing; and/or 


b. Low-to-Moderate-Income Buyout. 


2. Urgent Need (Limited basis with ODOC pre-approval) 


 


For the purposes of the 2019 CDBG-DR VBP, the Oklahoma Department of Commerce will consider only 


those applications that satisfy either as benefiting LMI households or, on a limited basis and with approval 


from ODOC, addressing Urgent Need. Therefore, the VBP will meet one of the following National 


Objectives:  


• Urgent Need (direct benefit) – if the activity addresses the serious threat to community welfare 


following the disaster and the household assisted is above 80% AMI.  
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• Low-to-Moderate Income (direct benefit) if the household to be assisted is Low-to-Moderate 


Income and is occupying their current legally-owned home or are in low-income 


temporary/transitional housing, deemed homeless (such as a homeless/domestic violence shelter, 


family or other person’s legally-owned residence, living without any permanent or temporary 


shelter), or are currently seeking permanent/temporary replacement housing. 


Direct Benefit 


As part of the application process, the property owner must provide documentation of household income. 


Subrecipient verifies income and whether the applicant meets Low-to-Moderate Income or Urgent Need. 


The applicant’s national objective is the same for all activities associated with the applicant’s parcel 


(acquisition, clearance and demo, housing incentive). Applicants are also required to be current on all taxes 


they owe (The VBP will not pay back taxes owed by the applicant). Beneficiary files should contain 


documentation of all of the aforementioned information.  


Activity Types in DRGR 


National Objective: 


Urgent Need Direct 


National Objective: Low-


to-Moderate Income 


Acquisition-buyout of residential 


property X X 


Clearance and Demolition X X 


Housing Incentive X X 


Application and Administration of the Buyout 


For CDBG-DR VBP funding, eligible applicants are Units of General Local Government (UGLG), which 


include incorporated towns, cities, counties, and certain non-profits. Eligible applicants can also be tribal 


nations, other State agencies, and Councils of Governments. Applicants must have proposals that tie-back 


to the disaster period (May 7, 2019 through June 9, 2019) and geographic area described in the Presidential 


Declared Disaster (DR-4438).  


At the time of application, properties are identified by the subrecipient that would qualify for the program. 


A budget is determined based on program cap ($110,000) for LMI beneficiaries and the current fair market 


values for non-LMI beneficiaries of all homes identified as eligible for the program. If awarded, the 


subrecipient contracts with the Oklahoma Department of Commerce to administer and oversee their 


jurisdiction in which the program applies. The subrecipient receives applications for the buyout program 


directly from the property owner (methodology for specific application requirements will depend on the 


subrecipient and their beneficiaries’ needs). Approved applicants at the local level will be submitted to the 


Oklahoma Department of Commerce for final verification of the acquisition award and benefits received 


by the property owner. 


Environmental Requirements for CDBG funding 


It is required that all approved subrecipients for the VBP follow all CDBG environmental regulations prior 


to receiving a release of funds. Additional information on CDBG environmental regulations can be found 


in the 24 CFR Part 58. For more information, refer to the Policies and Procedures (PnP) Manual (Section 


III. Requirement No. 403 Environmental Review) supplied by the Oklahoma Department of Commerce.  
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The demolition contractor must adhere to all federal, state, and local laws pertaining to the safe demolition 


and disposal of materials. 


Eligibility Requirements of Proposed Buyout Property/Owner  


To be considered an eligible property for the buyout, the buyout property must be located in one of the 


FEMA identified DR-4438 affected counties and in the 100-year floodplain. 


Eligible property types are:  


• Owner-occupied single family homes. Please note that single family homes that are uninhabitable, but 


still legally owned by the beneficiary will qualify as an owner-occupied single family home. Those 


residing in temporary or transitional housing or are considered homeless can still be offered a buyout. 


• Mobile homes (Note that the owner of the land the MHU sits upon will need to participate in the VBP 


as well and the activity may count as 2 separate buyouts) 


Acquisition Award determination 


The methodology used to determine the current fair market value of a property is a decision that is made at 


the subrecipient level. Subrecipients should base their determination based on a qualified assessor (typically 


the county assessor or an assessment by FEMA). If there was not a pre-flood assessment within 2 years 


before the flood event, the post-flood fair market value of the property plus 8% can be used as the buyout 


price (this is a last resort option and subject to pre-approval by ODOC).  


Buyout applicants who owned the property prior to the disaster 


Legal owners may receive an offer to purchase the property based on the pre-disaster fair market value of 


the property (or the $110,000 cap) minus any duplication of benefits documented.  


Buyout applicants who purchased the property after the date of disaster  


Post flood owners may receive an offer to purchase the property based on the following limitations and 


duplication of benefit review: 


• Individuals that purchased property post-disaster are eligible for a buyout only if they are LMI 


persons. Persons above the LMI threshold are not eligible to receive any CDBG-DR funds for a 


buyout if they purchased a post-disaster property. Such applicants will only be offered the Current 


Fair Market Value of the property. 


• Individuals that purchased property post-disaster are eligible for a buyout only if this is their 


primary and sole residence. Assistnace for second homes are ineligible. 


• Banks that have been deeded the property on a post flood basis will be limited to the amount of the 


mortgage balance (amount to pay-off the mortgage). This is the amount that the bank would have 


received had the owner participated in the buyout.  


• Properties that are in foreclosure where the pre-flood owner receives any remaining proceeds of 


the sale of the property after sale expenses, taxes and liens, can receive an award based on the 


current fair market value of the property. 


• Contract sellers are limited to the amount of the contract balance. This is the amount that the 


contract seller would have received had the contract buyer participated in the buyout, provided the 
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contract balance is less than the current fair market value. If the contract balance is more than the 


current fair market value, the contract seller will be limited to the current fair market value.  


• Trusts, probates and living wills receive an offer based on the current fair market value as if the 


pre-flood owner is participating and subject to a duplication of benefits review.  This is the same 


amount that the trust/probate would have received had the creation of the trust/probate been after 


the owner themselves signed all the documents necessary to participate in the buyout. 


• If a non-profit has received the property by donation on a post flood basis, they are limited to the 


value it was appraised at, at the time of donation. 


• If the property has been acquired by a bankruptcy trustee, the bankruptcy trustee provides the 


valuation documentation that was used to value the property at the time of the bankruptcy. The 


award amount is limited to the maximum of the current fair market value. Or alternatively, if the 


property is being held in trust with the homeowner remaining the current deed holder, 


documentation must be provided to demonstrate that the property is still deeded to homeowner but 


held in trust. If documentation is provided, the file receives an award based on the current fair 


market value of the property.  


Duplication of Benefits Process  


The subrecipient is required to conduct a duplication of benefits (DOB) check for each eligible property 


owner (as provided by the Robert T. Stafford Act) prior to providing the funding necessary to acquire the 


property.  


Sources of duplication of benefits compensation include sources of funding assistance provided for 


structural damage and loss related to the disaster. The following sources are deducted from the award 


amount for the property: 


• FEMA payments for structural damage 


• National Flood Insurance Program (NFIP) Insurance Payments 


• Private insurance: All private insurance settlement amounts for loss to structures are considered in 


the award calculation. Private insurance payments for contents or other expenses are not considered. 


Uniform Relocation Assistance:  


Because of the voluntary nature of acquisition, property owners are not eligible for assistance under the 


Uniform Relocation Assistance (URA) and Real Property Acquisition Policies Act. However, displaced 


tenants (occupants present at the date of the disaster and/or “initiation of negotiations”) are entitled to 


assistance under the URA. More information can be found in ODOC’s URA Plan. 


Floodplain Retention 


Once a property has been purchased within the 100-year floodplain with CDBG-DR funds, the space must 


remain as open greenspace and retained by the subrecipient. The property will be deed-restricted to remain 


green space, recreational, or floodplain management areas in perpetuity; residential or commercial 


development on properties acquired through the is prohibited. 
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INTRODUCTION 
 


Accessibility Statement from the Oklahoma Department of Commerce  


The Oklahoma Department of Commerce is committed to making its electronic and information 


technologies accessible to individuals with disabilities in accordance with both Section 508 of the 


Rehabilitation Act (29 U.S.C. 794d), as well as Oklahoma’s Oklahoma Electronic and Information 


Technology Accessibility law, or EITA. 


 


Oklahoma works to make its government more transparent, available, and useful. Making State 


technology resources accessible to people with disabilities helps the State to meet its goal of creating a 


more transparent government. Complete information can be found at https://www.ok.gov/accessibility/. 


Commerce posts many documents to our websites in Adobe PDF format to provide enhanced document 


features and preserve design. The ability to open PDF documents is built into most popular web browsers 


and Adobe Reader is provided for free by Adobe at adobe.com. Commerce posts PDFs in text format so 


that documents can be read by screen readers.  


 


Commerce posts some documents to our websites in Microsoft Office formats including Word, Excel, 


and PowerPoint format. Microsoft provides viewer applications for these formats for free on their website 


at microsoft.com.  


 


Disaster Recovery Website 


ODOC/CD maintains a website specifically for the 2019 CDBG-DR program. Please visit: 


https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/ and check back often 


because the website is frequently updated. 


o Notifications for Public Hearings will be published in English and Spanish.  


o Read the 2019 CDBG-DR Action Plan, Citizen Participation Plan, Quarterly Reporting, and more.  


o The website can easily be translated by clicking the “Translate This Page” button at the top of the 


screen.  


 


If you need assistance with the website, or encounter any technical difficulties with the website, please 


contact Susan Riley (susan.riley@okcommerce.gov). 


 


 


 


 


 


 


 


 



https://www.ok.gov/accessibility/

https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/

mailto:susan.riley@okcommerce.gov
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Staff Contacts for Questions, Comments, or Assistance  


Please contact either Jade Shain or Taylor Huizenga if you have any questions, comments, or if in need 


of assistance for disability accommodations, translation, or interpretation services.  


 


Jade Shain | Programs Planner 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


jade.shain@okcommerce.gov 


 
 


Taylor Huizenga | Programs Representative 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


taylor.huizenga@okcommerce.gov 


 
 


 


Background to the 2019 CDBG-DR Grant Program 


Oklahoma experienced severe storms from May 7, 2019 through June 9, 2019. These storms brought 


straight-line winds, tornadoes, and significant flooding to several communities throughout the state.  


Due to the extensive damage to housing and infrastructure from these storm events, an allocation notice 


was issued by the United States Department of Housing and Urban Development (HUD) in Federal 


Register Notice Vol. 85, No. 17, Page 4681 Public Law 116-20 . This Federal Register Notice states that 


Oklahoma is eligible to receive an allocation of $36,353,000 in disaster recovery funds for necessary 


expenses for activities authorized under Title I of the Housing and Community Development Act of 1974 


(42 U.S.C. 5301 et. Seq.) to address long-term recovery needs, particularly in the area of housing recovery 


that focuses on low and moderate-income beneficiaries. Per the Federal Register Notice, the only areas in 


which the funds can be expended are Presidentially Declared Disaster areas as a result of the incident 


period (May 7, 2019 to June 9, 2019) as defined by the applicable Disaster Declaration 4438. Within these 


eligible areas, the Federal Register Notice requires that a minimum of $29,082,000, or 80% of the total 


State’s $36,353,000 CDBG-DR funding allocation, must be expended on CDBG eligible disaster related 


activities in Muskogee, Tulsa, and Sequoyah counties (see map below). 


 


 


 


 



mailto:jade.shain@okcommerce.gov

mailto:taylor.huizenga@okcommerce.gov
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The remaining funding (20% of the total allocation) will be available for CDBG eligible disaster related 


activities in eligible counties as defined by Disaster Declaration 4438. Applicants from Alfalfa, Canadian, 


Cherokee, Craig, Creek, Delaware, Garfield, Kay, Kingfisher, Le Flore, Logan, Mayes, Noble, Nowata, 


Okmulgee, Osage, Ottawa, Pawnee, Payne, Pottawatomie, Rogers, Wagoner, Washington, and Woods 


are also eligible to submit applications related to the aforementioned disaster. 
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HOMEOWNER REHABILITATION PROGRAM 


GUIDELINES  


The guidelines were developed to serve as the basis for Oklahoma Department of Commerce’s 


(ODOC) Disaster Recovery housing programs. The g uidelines consist of General Guidelines (Part 


A) which were developed to provide direction for issues that affect all of Oklahoma’s disaster housing 


programs, and Homeowner Rehabilitation (aka Rehab) Guidelines (Part B). Note that this program 


guideline also includes guidance for reconstruction. The General Guidelines describe a continuum of 


housing programs – from single and multi-family rehab to reconstruction of damaged properties. In most 


cases, eligible jurisdictions could apply to ODOC for a mix of housing programs, as evaluated via data 


and specified criteria.  


PART A – GENERAL PROGRAM GUIDELINES  


I.  PROGRAM OBJECTIVES 


The primary focus of this program is to provide relief for those people impacted by the DR-4438 FEMA 


declared disaster while addressing recognized impediments to affirmatively furthering fair housing as 


required under the Fair Housing Act. Assistance will be provided under a variety of housing activities 


including acquisition, rehabilitation, reconstruction, elevation, a n d  hazard mitigation of homeowner 


and rental housing units. 


a. The primary objective of the program is to provide decent, safe, and sanitary housing in the 


disaster-impacted areas through the provision of activities designed to mitigate damage that 


occurred as a result of this, as well as any future disaster. 


b. A second objective is to ensure that the housing needs of very low, low and moderate-income 


households are assisted with housing in no less than the proportion to the relative percentages of 


the overall populations which suffered housing damage within the communities being served. 


c. A third objective is to prioritize the provision of decent, safe and sanitary housing for vulnerable 


(also known as special needs) populations  with an emphasis on housing choice and design to 


reduce maintenance and insurance costs as well as provide for the provision of independent living 


options. 


II. DEFINITIONS 


Rehabilitation – Repair or restoration of housing units in the disaster-impacted areas to applicable 


construction codes and standards. 


Reconstruction – Demolition and re-building of a stick-built or modular housing unit on the same 


lot in substantially the same footprint and manner. Activity also includes replacing an existing 


substandard manufactured housing unit (MHU) with a new or standard MHU or stick- built/modular 


housing unit. The number of units on the lot may not increase and the total square footage of the original, 


principal residence structure to be reconstructed may not be substantially exceeded; however, the number 


of rooms in a unit may be increased or decreased. 


Acquisition – The utilization of CDBG funds to acquire real property. 


Rental Activity – Acquisition, rehabilitation, or construction of affordable rental housing resulting in 


structures where at least 51% of units are occupied by LMI persons. Income and rent restrictions apply 


to the rental units to be built or assisted with CDBG funds. 


Program Design – The selection and development of programs and activities based on a Needs 
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Assessment. The Program Design must include the type of housing activities that will be offered by the 


subrecipient, as well as how the program will be marketed, how Fair Housing Objectives will be 


achieved, and how funding will be prioritized as determined through the Needs Assessment. 


Low to Moderate Income (LMI) National Objective – Activities which benefit households whose 


total annual gross income does not exceed 80% of Area Median Income (AMI), adjusted for family size. 


Income eligibility will be determined and verified in accordance with 24 CFR Part 5 requirements 


using procedures as stated in the Technical Guide for Determining Income and Allowances, 3rd Edition 


(HUD-1780-CPD). The most current income limits, published annually by HUD, shall be used by the 


subrecipient to verify the income eligibility of each household applying for assistance at the time 


assistance is provided.  


• Very low: Household’s annual income is up to 30% of the area median family income, as 


determined by HUD, adjusted for family size 


• Low: Household’s annual income is between 31% and 50% of the area median family income, 


as determined by HUD, adjusted for family size 


• Moderate: Household’s annual income is between 51% and 80% of the area median family 


income, as determined by HUD, adjusted for family size 


Urgent Need National Objective – An urgent need that exists because existing conditions pose serious 


and immediate threat to health/welfare of community, the existing conditions are recent or recently 


became urgent (typically within 18 months), and the subrecipient cannot finance the activities on its own 


because other funding sources are not available.  


Duplication of Benefits1 – The Robert T. Stafford Disaster Assistance and Emergency Relief Act 


(Stafford Act) prohibits any person, business concern, or other entity from receiving financial 


assistance from CDBG Disaster Recovery funding with respect to any part of a loss resulting from 


a major disaster as to which he has already received financial assistance under any other program or 


from insurance or any other source. 


Individual Mitigation Measures (IMM) – Activities designed to mitigate and/or reduce risk beyond the 


pre-disaster condition of a housing unit when the activities are above and beyond federal, state, or local 


construction or code requirements. In accordance with HUD's guidance, repair and rehabilitation of 


housing units, and the payment of flood insurance are not IMM activities. Examples of IMM activities 


include elevation above the base flood elevation level, or the addition of storm shutters, disaster proof 


windows, roof straps, etc. as long as those improvements are not required to comply with local code 


requirements and did not exist on the housing unit prior to the disaster damage. 


Subrecipient – Cities, Counties, Indian Tribes, local governmental agencies (including COGs), other 


State agencies, private non-profits (including faith-based organizations), or a for-profit entity 


authorized under 24 CFR 570.201(o). The definition of subrecipient does not include procured 


contractors providing supplies, equipment, construction, or services, and may be further restricted by 


Program Rules or other guidance including applications. 


Family – A household composed of two or more related persons. The term family also includes one or 


more eligible persons living with another person or persons who are determined to be important to their 


care or wellbeing, and the surviving member or members of any family described in this definition who 


were living in a unit assisted under the HOPWA program with the person with AIDS at the time of his 


 
1 Guidance provided by HUD on Duplication of Benefits may be found at: http://www.gpo.gov/fdsys/pkg/FR-2011-11-


16/pdf/2011-29634.pdf 



http://www.gpo.gov/fdsys/pkg/FR-2011-11-16/pdf/2011-29634.pdf

http://www.gpo.gov/fdsys/pkg/FR-2011-11-16/pdf/2011-29634.pdf
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or her death. 


Household – A household is defined as all persons occupying the same housing unit, regardless of their 


relationship to each other. The occupants could consist of a single family, two (2) or more families 


living together, or any other group of related or unrelated persons who share living arrangements. For 


housing activities, the test of meeting the low to moderate national objective is based on the income of 


households. 


Manufactured Housing Unit (MHU) – A structure, transportable in one or more sections which, in the 


traveling mode is eight body-feet or more in width, or forty body-feet or more in length, or when erected 


on site, is at least 320 square feet, and which is built on a permanent chassis and is designed to be used 


as a dwelling with or without a permanent foundation when connected to the required utilities, and 


includes the plumbing, heating, air-conditioning, and electrical systems contained therein. 


Modular Housing – A home built in sections in a factory to meet state, local, or regional building 


codes. Once assembled, the modular unit becomes permanently fixed to one site. 


FEMA-Designated High Risk Area: Areas designated by FEMA as vulnerable to significant wind 


and/or storm surge damage and areas located in 100-year flood zones (also known as floodplains). These 


areas will be identified during the environmental review process for each participating jurisdiction. 


Area of High Minority Concentration – A census block group that consists of 65% or more of minorities. 


Minorities include all racial and ethnic population groups other than “White, non- Hispanic (Anglo).” 


Area of High Poverty Concentration – A census block group that consists of 35% or more of the 


residents living in poverty. A household that meets the US Census Bureau’s poverty threshold is 


considered to be at or below poverty level for the Disaster Recovery Program. 


III. EVALUATION OF DATA 


In order to develop the Program Design for all activities offered through this funding, each subrecipient 


must use qualified data: HUD/FEMA data used to allocate the disaster funding, current FEMA data, data 


used to support the litigation involving FEMA undercounts in the impacted area, county assessor data, 


Census data, data gathered by the Oklahoma Office of Emergency Management (OEM), data from 


the Oklahoma Councils of Government, or other data, as approved. 


• Qualified data must be used to document the impact of the relevant disaster for both LMI and non-


LMI persons so that subrecipients can develop a program plan that targets the use of CDBG-DR 


funds at the appropriate levels and to the appropriate income categories. 


• The method of data evaluation utilized by the subrecipient (i.e., class distribution categories by 


income, raw number of homes impacted versus the aggregated dollar amounts impacting 


communities, etc.) must be noted, if not included already, within the subrecipient’s application and 


the subrecipient’s public hearing. 


• If any public comment is made about data provided at the public hearing, the subrecipient must 


address the comment in a public response. 


• Persons with accessibility or other special needs adaptations should also be analyzed as part of 


the process and ensured access to data evaluated and all public hearings. 


IV.  TARGETING COMMUNITIES 


Once the most impacted areas/income brackets have been developed, the subrecipient must establish a 


process to ensure the LMI categories required by ODOC are met. Subrecipients may provide an 


additional amount of funds to the lowest income levels if desired. 
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As called for in Part A of the General Program Guidelines, an affirmative marketing plan to conduct 


outreach to the impacted communities is required in order to apply for the disaster recovery program. 


The outreach program developed should be approved in advance by ODOC or, in the alternative, posted 


for 15 days for comment on a publicly accessible website with notice to ODOC that the plan has been 


made public. Public comments made should be addressed prior to utilization of the plan. 


V. PROGRAM REQUIREMENTS 


A. All housing activities must meet the Benefit Low to Moderate Income (LMI) persons  National 


Objective required under the authorizing statute of the CDBG program. In limited cases, the 


Oklahoma Department of Commerce (ODOC) may authorize the use of the Urgent Need National 


Objective.   


B. Subrecipient must conduct a Needs Assessment to determine the types of programs it will offer, 


and the Needs Assessment will become the basis for their Program Design within their project 


narrative for the CDBG-DR grant. The Needs Assessment will determine the activities to be 


offered, the demographics to receive concentrated attention and the target areas to be served. The 


subrecipient must demonstrate how the programs and activities selected for those areas will 


overcome the identified impediments to fair housing. 


C. Subrecipient’s obligations are as follows: 


1. Applicants applying for disaster assistance are processed by the subrecipient and must meet 


certain eligibility standards to qualify for assistance.  


2. All sites must undergo a complete environmental review prior to any commitment of funds. 


An environmental review consists of a statutory checklist of required review items. Properties 


with environmental conditions will not be permitted to proceed under housing activities unless 


the condition is corrected. No work can start on a site until the environmental assessment is 


complete. 


3. Housing unit must be either: 


a. A stick built home (a home constructed on-site); 


b. A condominium; 


c. A manufactured housing unit (MHU); or 


d. A mobile home (RVs are not eligible).  


4. For assistance activities, it must be demonstrated that the damage or destruction to structures 


was a direct result of the disaster. Disaster damage can be documented as follows: 


i. FEMA, SBA or Insurance award letters. 


ii. In the event that the above-referenced documentation is not available, an inspection 


report (complete with photos of the damage and a written assessment of the damage) from 


a damage assessment conducted by a qualified inspector, likely supplied by the 


subrecipient, that certifies that the damage occurred as a result of the disaster will be 


acceptable. 


iii. In the event that FEMA, SBA or Insurance award letters are not available and an 


inspection report is inconclusive as to the cause of the damage, the subrecipient may 


provide alternative evidence, such as neighborhood-level media reports or documentation 


of damage by disaster response/relief organizations on a case-by-case basis to the 


subrecipient. ODOC will have the final review and approve of such data before the 


subrecipient spends funds on this project. 


iv. If a beneficiary was denied assistance by FEMA, assistance through the CDBG Disaster 


Recovery Program may still be available. Subrecipients are prohibited from refusing 
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housing assistance to beneficiaries solely on the basis that the applicants were denied 


assistance by FEMA. 


VI. SIZE OF UNIT  


HUD guidelines provide occupancy policies that allow for two persons per bedroom as reasonable. 


Exceptions to this standard are based on the following factors: 


A. No more than two persons are required to occupy a bedroom. 


B. Persons of different generations (i.e. grandparents, parents, children), persons of the opposite sex 


(other than spouses/couples), and unrelated adults are not required to share a bedroom (An adult 


is a person 18 years old or older). 


C. Couples living as spouses (whether or not legally married) must share the same bedroom for 


issuance size purposes. 


D. A live-in aide who is not a member of the family is not required to share a bedroom with another 


member of the household. Note: The need for a full time live-in aide must be documented.  


E. Individual medical problems (e.g. chronic illness) sometimes require separate bedrooms for 


household members who would otherwise be required to share a bedroom. Documentation 


supporting the larger sized unit and related subsidy must be provided and verified as valid. 


F. In most instances, a bedroom is not provided for a family member who will be absent most 


of the time, such as a member who is away in the military. If individual circumstances warrant 


special consideration, documentation supporting this special consideration is required.  


G. When determining family issuance size, include all children expected to reside in the unit in the 


next year as members of the household. Examples include, but are not limited to, the following: 


1. Adoption: Children who are in the process of being adopted are included as members of the 


household. 


2. Pregnant women: Children expected to be born to pregnant women are included as members 


of the household. 


3. Foster Children: Foster children residing in the unit along with families who are certified for 


foster care and are awaiting placement of children are included as members of the household. 


If children are anticipated to occupy the unit within a reasonable period of time, they must be 


considered when determining the issuance size. 


4. Jo in t /Shared Custody Arrangements: In most instances children in joint/shared custody 


arrangements should occupy the unit at least 50% of the time. However, if individual 


circumstances merit special consideration, an exception may apply with specific 


documentation of such a need. The custody arrangement may be verified by the divorce 


decree/legal documents or by self-certification. 


5. Custody of Children in Process: Children whose custody is in the process of being 


obtained by an adult household member may be included as members of the household. 


Evidence that there is a reasonable likelihood that the child will be awarded to the adult 


(i.e. within three months) must be provided in order for such child to be included. 


6. Children Temporarily Absent from Household: 


i. Children temporarily absent from the home due to placement in foster care may be 


included as members of the household. Evidence that there is a reasonable likelihood 


that the child will return to the household (i.e. within three months) must be provided in 


order for such child to be included. 


ii. Children who are away at school but live with the family during school recesses are 


included as members of the household. 
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VII. AFFIRMATIVE MARKETING PLAN  


Subrecipients administering the CDBG-DR Program are committed to affirmatively furthering fair 


housing through established affirmative marketing policies. Affirmative marketing efforts for the 


disaster funding will include the following: 


A. An Affirmative Marketing Plan, based on the U.S. Department of Housing and Urban Development 


(HUD) regulations, will be submitted to ODOC for approval. The plan must outline the policies and 


procedures for housing activities. Procedures are established to affirmatively market units financed 


through the Program. The procedures cover dissemination of information, technical assistance to 


applicants, project management, reporting requirements, and project review. 


B. The goal is to ensure that, eligible persons from all racial, ethnic, national origin, religious, familial 


status, the disabled, “vulnerable” or “special needs,” gender groups, and/or other populations least 


likely to apply, are: 


• Fully informed of vacant units available for sale and / or rent. 


• Encouraged to apply for purchase, rehabilitation, and / or rent. 


• Given the opportunity to buy and / or rent the unit of their choice. 


• Given the opportunity to rehabilitate their primary residence, which sustained damages due to 


disasters and/or its after-effects. 


C. Program participants will be informed about available opportunities and supporting requirements 


via counselors, printed and electronic materials, publications, direct contact, workshops/seminars, 


and through the placement of flyers/posters in public facilities. Particular emphasis should be 


focused on successful outreach to LMI areas and those communities with minority concentrations 


that were affected by the disaster. 


D. In addition to marketing through widely available media outlets, efforts will be taken to 


affirmatively market the CDBG-DR Program as follows: 


• Advertise with the local media outlets, including newspapers and broadcast media, which 


provide unique access for persons who are considered members of a protected class under the 


Fair Housing Act. 


• Reach out to public or non-profit organizations and hold/attend community meetings. 


• Other forms of outreach tailored to reaching the eligible population, including door to door 


outreach if necessary. 


E. Applications and forms will be offered in English (areas serving over 5% of people that speak 


English less than very well will be required to offer applications and forms in another language). In 


addition, every effort will be made to assist applicants that speak English less than very well in the 


application process. 


F. In addition, measures will be taken to make the DR program is accessible to persons who are 


considered members of a protected class under the Fair Housing Act by holding informational 


meetings in buildings that are compliant with the Americans with Disabilities Act (ADA), providing 


sign language assistance when requested, and providing special assistance for those who are visually 


impaired when requested. 


G. Applications and forms will be offered in English and other languages prevailing in the region, in 


accordance with Title VI of the Civil Rights Act of 1964. In addition, every effort will be made to 


assist such applicants in the application process. 


H. Documentation of all marketing measures used, including copies of all advertisements and 


announcements, will be retained and made available to the public upon request. 


I. The subrecipient will be required to use the Fair Housing logo in Program advertising, post Fair 


Housing posters and related information, and, in general, inform the public of its rights under Fair 







 


Homeowner Rehabilitation Program Tool: General & Program Guidelines 12 
 


Housing regulations law. 


J. Multifamily rental programs must develop an Affirmative Marketing Plan for each development 


receiving CDBG-DR funding. The plan, pursuant to federal regulations, will outline strategies to 


inform the public about the housing opportunities, requirements/practices that the owner must 


adhere to in executing the Affirmative Marketing Plan, procedures that will be followed in soliciting 


applications, and a description of records that will be maintained and made available for review. 


Notice to Public Housing Authorities in the region in order to inform households on DHAP that 


permanent housing is available should be part of the Plan. 


K. Evaluation of outreach activities and applications received will be necessary to determine if 


outreach is successful and applications that are being received accurately reflect the 


socioeconomic and other forms of demographic diversity identified in the Needs Assessment. 


Evaluation should be an ongoing process and begin no later than one month after the program begins 


accepting applications. ODOC should review these reports before the subrecipient begins qualifying 


applicants, and periodically thereafter. 


L.  The availability of the program funds shall be advertised through at least one (1) of the following 


venues: local newspapers, local broadcast media, public or non-profit organizations, community 


meetings, other public groups, other outreach may include use of flyer in utility bills, church 


bulletins, and door to door outreach. 


Evaluation of outreach activities and single family applications received will be necessary to 


determine if single family applications are received from a diverse population and ranges of income 


to ensure low/moderate income households are assisted in a proportion to the percentage of overall 


populations. 


M. Applications and forms will be offered in English and other languages prevailing in the region. In 


addition, every effort will be made to assist such applicants in the application process. 


IX. REPORTING REQUIREMENTS 


Compliance will be maintained in accordance with the reporting requirements under the CDBG-DR 


Policies and Procedures Manual. This includes all information and reports as required under ODOC’s 


contract with the subrecipient and demographic data and other information on applicants and awardees 


processed by contractual agreement between the CDBG-DR and subrecipient. 


ODOC will establish procedures for subrecipients to periodically report on goals and compliance with 


Section 3 as required by 24 CFR Part 135 and the contract between ODOC and the subrecipient. 


ODOC will establish procedures for subrecipients to collect and report data relevant to Affirmatively 


Furthering Fair Housing and Civil Rights compliance. The reporting requirements will include, but not 


be limited to the following: 


For each program activity requiring a direct application by an individual or non-institutional entity: 


• Applicant household’s income 


• Household’s income as a percentage of area median family income as defined by HUD 


• The race and ethnicity of the head of household 


• The household’s familial status 


• The presence or non-presence of a household member with a disability 


For each activity providing housing or housing assistance that is not directly linked to a specific 


beneficiary: 


• The cost of the housing unit to the applicant and to the occupant 
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• The maximum qualifying household income as a percentage of area median family income 


as defined by HUD 


• Restrictions regarding the age or familial status of occupants 


• The presence or absence of designs or services that make the housing unit accessible to an 


individual with a disability and the number of fully accessible units. 


X. RECORDS RETENTION 


All official records on programs and individual activities are maintained for a 5 (five) year period, starting 


once the national objective has been met and recorded, or beyond the end of the affordability period for 


each housing activity, whichever is longer.  


XI. PROCUREMENT REQUIREMENTS 


Procurement is the acquisition of goods and services to be used internally by the subrecipient to carry 


out the program. The procurement process includes the decision to purchase as well as the process to 


complete the purchase. The federal government has established a set of procurement rules at 2 CFR 


200.317-320  that apply to CDBG-DR funded projects. These rules are in place to ensure that federal 


dollars are spent fairly and encourage open competition for the best level of service and price. ODOC’s 


procurement policies and procedures are located on the website at: 


https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/ 


The subrecipient is required to submit a plan for compliance with all procurement requirements for ODOC 


approval prior to the start of construction on any contract activity. 


XII. SITE AND DEVELOPMENT RESTRICTIONS 


A. All CDBG-assisted housing that is constructed or rehabilitated must meet all applicable local 


codes, rehabilitation standards, ordinances, and zoning ordinances at the time of project 


completion. International Residential Code (IRC) (with windstorm provisions) and 


International Building Code (IBC) must be used as required where appropriate. All rehabilitation 


projects must comply with Housing Quality Standards (HQS) and all applicable local codes and 


ordinances. To avoid duplicative inspections when Federal Housing Administration (FHA) 


financing is involved in a CDBG-assisted property, the subrecipient may rely on a Minimum 


Property Standards (MPS) inspection performed by a qualified person.  


B. All CDBG-assisted housing must meet all applicable State and local housing quality standards 


and code requirements and if there are no such standards or code requirements, the housing 


must meet the housing quality standards in 24 CFR §982.401. All housing rehabilitation 


developments are subject to a Uniform Physical Conditions Standards inspection. All 


deficiencies identified in that inspection must be corrected before final retainage is released. 


C. Housing developments must meet the accessibility requirements at 24 CFR Part 8, which 


implements Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. §794). Covered 


multifamily dwellings, as defined at 24 CFR §100.201 as well as common use facilities in 


developments with covered dwellings must meet the design and construction requirements at 


24 CFR §100.205, which implement the Fair Housing Act (42 U.S.C. §§3601–3619) and the 


design and construction requirements of the Fair Housing Act Design Manual. Any 


developments designed as single family structures must also satisfy the requirements of the local 


Code. 


D. All Applications will be required to meet Section 8 Housing Quality Standards detailed under 


local Construction Standards, as well as the Fair Housing Accessibility Standards and Section 


504 of the Rehabilitation Act of 1973. Developments must also meet all local building codes or 
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standards that may apply. 


E. Per Federal Register Notice Volume 85 No. 17 4684, Federal Register Notice Volume 84 4836, 


and Federal Register Notice Volume 84 4833, all residential housing (single-family and 


multifamily) that is rehabilitated, or a reconstruction of substantially damaged housing will need 


to meet a Green Building Standard. Projects should meet the Green Communities Initiative 


Criteria, unless there is no substantial damage. For those buildings that are non-substantially 


damaged, the State will require that they be rehabilitated following the HUD CPD Green 


Buildings Retrofit Checklist. Further guidance can be found in the 2019 CDBG-DR Action Plan 


located on ODOC’s website at: https://www.okcommerce.gov/reporting-compliance/cdbg-


disaster-recovery-2019/ 


XIII. CONFLICT OF INTEREST 


A. The conflict of interest regulations contained in the contract between the subrecipient and ODOC 


prohibit local elected officials, subrecipient employees, and consultants who exercise functions 


with respect to CDBG Disaster Recovery activities or who are in a position to participate in a 


decision-making process or gain inside information with regard to such activities, from 


receiving any benefit from the activity either for themselves or for those with whom they have 


family or business ties, during their tenure or for one year thereafter. 


B. For purposes of this section, “family” is defined to include parents (including mother-in- law 


and father-in-law), grandparents, siblings (including sister-in-law and brother-in- law), and 


children of an official covered under the CDBG conflict of interest regulations at 24 CFR Sec. 


570.489(h). 


C. ODOC is able to consider granting an exception to the conflict of interest provision should it be 


determined that the subrecipient has adequately and publicly addressed all of the concerns 


generated by the conflict of interest and that an exception would serve to further the purposes of 


Title I of the Housing and Community Development Act of 1974 and the effective and efficient 


administration of the program. Do not enter into a conflict of interest until a request for an 


exception has been granted. 


XIV. COMPLAINT/APPEAL PROCESS 


A. Citizen complaints will be handled as required under the following regulations: 


1. 24 CFR 91.11(h) Citizen Participation Plan which states, “The citizen participation plan shall 


describe the State’s appropriate and practicable procedures to handle complaints from 


citizens related to the consolidated plan, amendments and performance report. At a 


minimum, the citizen participation plan shall require that the State must provide a timely, 


substantive written response to every written citizen complaint, within an established period 


of time (within 15 working days, where practicable, if the State is a CDBG recipient).” 


2. 24 CFR 570.486(a)(7) Local Government Requirements, which states, “Provide citizens 


the address, phone number, and times for submitting complaints and grievances, and provide 


timely written answers to written complaints and grievances, within 15 working days, where 


practicable.” 


B. Resolution of complaints must be handled sensitively and fairly. Complete and thorough 


program documentation and contractual agreements, careful implementation of policies and 


procedures, and clear and respectful methods of communication will help prevent and resolve 


complaints. Incorporation of escalation procedures into the complaint process will support 


resolution at the earliest stage possible. 


C. Information about the right and how to file a complaint shall be printed on all program 
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applications, guidelines and subrecipient web sites in all local languages, as appropriate and 


reasonable. 


D. Types of Complaints: There are two types of complaints; formal and informal. 


• Informal: Informal complaints may be verbal and can come from any party 


involved in the application process, including the homeowner or building 


contractor. A written procedure for handling these complaints is not required. 


• Formal: Formal complaints are written complaints, including faxed and emailed 


statements. A written procedure for dealing with formal complaints is required. 


E. Informal Complaints  


a. Policy: 


i. Informal complaints may be verbal and can come from any party involved in the 


process, including the homeowner or building contractor. 


ii. A written procedure for handling these complaints is not required. 


b. Required Documentation: Statement of policy only. No required documentation 


c. Procedure: 


i. A person who calls the subrecipient to file an informal complaint will be advised 


on how to file a formal complaint if their complaint cannot be immediately 


resolved. 


ii. The subrecipient procedures will include a complaint escalation process in order 


to ensure complaints are handled at the earliest stage in the process. 


iii. Some individuals will choose to make inquiries directly to ODOC – this is 


acceptable and an de done through ODOC’s 2019 CDBG-DR webpage. 


d. Action: For subrecipient staff: 


i. Obtain all pertinent applicant details including name, address, contact number 


and application ID. 


ii. Capture the details of the question or complaint to include the names of program 


personnel previously contacted. 


iii. Contact subrecipient Program Manager (PM) , Jade Shain, and provide details 


of the query. Forward copies or originals of any documents or correspondence 


received. Please include how any questions were answered, what information 


was provided and what action you would like the subrecipient Program Manager 


to take, if any. 


F. Formal Complaints  


a. Policy: 


i. Formal complaints are written statements of grievance. These complaints may 


come to the subrecipient PM, Jade Shain, or ODOC in the form of a fax, email 


or letter and are handled through a documented set of procedures that comply 


with federal regulations and ODOC requirements. The Complaint Tracking 


System will be used to store, track, and document resolution of the complaint. 


ii. The formal complaint process tracks the process outlined by ODOC for 


handling complaints. 


iii. If the formal complaint is submitted to ODOC, at their discretion, ODOC will 


submit the complaint to the subrecipient. 


iv. The subrecipient will document, process, and file all complaints received from 


ODOC following the policy and procedures outlined. 


v. Complaints with insufficient data or submitted by a third party with no standing 
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in the application about which the complaint is being submitted need not be 


accepted. 


b. Required Documentation: The Complaint Policy and Procedures documentation includes 


the following elements: 


i. Definition of the kind of disputes or complaints that will be handled. 


ii. Identification and description of the party responsible for handling the complaint 


and the disposition. 


iii. Appeal process available to complainants, including how an appeal is initiated, to 


whom the appeal is made, time limits for filing an appeal, and any details 


pertaining to the reviewer or person(s) who handle the appeal; and 


iv. How to file a formal complaint 


c. A file for each complaint will be maintained. The file will document each step of the 


complaint process and will include the following: 


i. The name of the person who filed the complaint; 


ii. The date the complaint was received; 


iii. A description of the complaint; 


iv. The name of each person contacted in relation to the complaint; 


v. A summary of the results of the review or investigation of the complaint; and 


vi. An explanation of the reason the file was closed if the file was closed. 


d. Procedure: 


i. In order for a complaint to be processed it must be received in writing (includes 


fax and email) and must include: 


• The name of the complainant, and 


• Contact information of the complainant 


• Complaints may be submitted in the following ways: 


• By mail: (insert subrecipient mail info) 


• By fax: (insert subrecipient fax info) 


• Online: (insert subrecipient online info) 


ii. Upon receipt of a written complaint, the PM or designee will perform the 


following steps: 


• Assign a control number to the complaint; 


• Review and/or investigate the complaint; 


• Determine to which program the complaint refers; 


• Provide a copy of ODOC’s policies and procedures relating to investigation 


and resolution to the complainant and to each person who is subject of the 


complaint; 


• Notify the complainant of the resolution within fifteen (15) business days after 


the complaint was received. 


iii. The following outlines the procedure in the event a formal complaint is received: 


• Enter all pertinent information into a tracking worksheet and generate a 


Ticket/Control number. There should be a separate file for each complaint. The 


entry must contain the following information: the name of the person filing the 


complaint, the date the complaint was received, and a description of the 


complaint. 
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• Determine if complaint is complete, relevant and has standing. 


• The complaint will be reviewed in detail and investigated through to 


resolution. Findings will be forwarded to PM, Jade Shain. 


• Progress updates of the review/investigation will be entered into a tracking 


worksheet. 


• Notification will be sent to complainant within fifteen (15) business days 


after the complaint was received. 


• Once resolution has been determined and notice has been sent to 


complainant, the status of the ticket will be updated to “Closed”. 


iv. Citizens will be provided with the address, phone numbers, and times for 


submitting complaints or grievances. 


v. A tracking worksheet will categorize complaints, track the resolution process, and 


report on complaint status. 


vi. Corrective action is implemented, where warranted. 


XVI. CHANGES, WAIVERS, AND/OR CONFLICTS 


A. The subrecipient has the right to change, modify, waive, or revoke all or any part of these 


guidelines, with the prior written approval of ODOC. 


B. Waivers to the requirements in these Guidelines can only be approved by ODOC and must be 


provided in writing. ODOC will provide the option for a waiver, but the waiver request must 


demonstrate why the housing guidelines are not practicable for the subrecipient. 


C. In the event that these Guidelines conflict with local, state, or federal law, the more stringent 


requirement will prevail, provided that the requirement does not violate local, state or federal 


law. 


XVII. Ineligibility 


In the event that a property has a lien, back taxes, or a code violation, these properties will be ineligible 


for funding through the CDBG-DR program. 


 
 


  







 


Homeowner Rehabilitation Program Tool: General & Program Guidelines 18 
 


Part B - HOMEOWNER REHABILITATION/RECONSTRUCTION PROGRAM 


GUIDELINES 


INTRODUCTION 


ODOC is the lead administrative agency and responsible for disaster funds allocated to housing activities. 


Disaster recovery assistance is provided using CDBG-DR grant dollars to eligible applicants. Applicants 


that are eligible to apply for the CDBG-DR program include UGLG, Tribal Nations, non-profits, 


Councils of Government (“Substate Planning Districts”), and State agencies. Eligible applicants, if 


awarded by ODOC, are the entities who will administer these CDBG-DR funds on the local level. The 


maximum award per applicant is $14,000,000.00, and it is important to note that this amount 


encompasses all eligible housing activities, as outlined in the State’s 2019 CDBG-DR Action Plan, and 


not solely housing rehabilitation.  


Housing Guidelines have been developed to serve as the basis for housing programs. This document 


is expected to serve as direction for the owner-occupied (i.e. Homeowner) 


Rehabilitation/Reconstruction activities funded under this program. Additionally, these guidelines 


supplement the CDBG-DR Policies and Procedures manual, which provide direction for issues that 


affect all of the programs and cover all areas of administration not expressly covered in this document. 


Subrecipients must incorporate those elements into their Homeowner Rehabilitation/Reconstruction 


program. For more information, please refer to our website for the most current 2019 CDBG-DR Policies 


and Procedures Manual.  


Benefit to Low to Moderate Income (LMI) is the principal National Objective approved for the 


Disaster Recovery program. The use of Urgent Need is used for purposes of CDBG-DR funds and will 


be evaluated during application review. All activities must be consistent with the subrecipients’ 


obligation to proportionately assist beneficiaries based on the needs assessment. 


I. PROGRAM OBJECTIVES 


A. The primary focus of this program is to provide relief for those people impacted by FEMA 


DR-4438 with consideration given to affirmatively further fair housing, as called for within 


the Fair Housing Act. 


B. The following objectives are provided for the implementation and administration of a successful 


CDBG-DR Rehabilitation/Reconstruction Program. Actual selection of applicants is discussed 


in Section XI of the Guidelines. 


a. The primary objective of this program is to provide decent, safe, and sanitary housing in 


the disaster impacted areas2 through the provision of activities designed to mitigate 


disaster damages that occurred as a result of past, as well as any future disasters. 


b. A second objective is to ensure that the housing needs of very low, low and moderate-


income households are assisted with housing in no less than the proportion to their 


relative percentages of the overall populations which suffered housing damage within 


the communities being served. 


c. A third objective is to prioritize the provision of decent, safe and sanitary housing for 


vulnerable populations with an emphasis on housing choice and design to reduce 


maintenance and insurance costs as well as provide for the provision of independent 


 
2 Eligible Counties include: Alfalfa, Canadian, Cherokee, Craig, Creek, Delaware, Garfield,  Kay,  Kingfisher,  Le  Flore,  Logan,  Mayes,  


Muskogee,  Noble, Nowata,  Okmulgee,  Osage,  Ottawa,  Pawnee,  Payne,  Pottawatomie,  Rogers, Sequoyah, Tulsa, Wagoner, Washington, 


and Woods. 
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living options. 


II. PROGRAM DESIGN 


A. The Subrecipient will design a housing rehabilitation program based on the Unmet Needs 


Assessment of the State’s 2019 CDBG-DR Action Plan. The Subrecipient’s policies should 


align with the already established goals and assessments in the State’s Plan. It is important to 


note that the State has determined that rehabilitation within the 100-year floodplain is strictly 


prohibited. Residents located within the 100-year floodplain will only be eligible for the 


Voluntary Buyout Program. 


B. Needs Assessment. The subrecipient’s Program Design must be based on a Needs Assessment, 


working with HUD information and conducted by local governments. That assessment serves 


as the basis for the specific program that will be offered by the subrecipient. Specifically, the 


assessment will be used to determine the activities to be offered to meet the types of housing 


needs experienced by the affected population, the demographics to receive concentrated 


attention and the target areas to be served. The Subrecipient’s Program Design, based around a 


Needs Assessment, must align with the stated goals and assessments in the State’s 2019 CDBG-


DR Action Plan.  


C. Program Marketing. The Program Design must feature an effective marketing program to 


encourage application. Additionally, it is required that the Subrecipient also document their 


policy on how they will affirmatively further fair housing. The policy must clearly and 


objectively document how the subrecipient will reach out to the most vulnerable populations. 


Additionally, marketing materials need to accurately and succinctly identify eligible 


beneficiaries and basic program requirements (eligible geography and DR-4438 event period).  


D. Priorities for Evaluating Applicants. Results based on data from the Needs Assessment must 


be met. The LMI demographic groups must be disaggregated as follows: 


a. 0% - 30% AMFI 


b. 31% - 50% AMFI 


 c. 51% - 80% AMFI 


E. All eligible applicants must be evaluated in order to establish the priority of funds within the 


above-referenced economic subgroups. Each subgroup must be funded at the levels indicated by 


the Needs Assessment and analysis; however, the lowest income households may be funded at 


a level in excess of their population’s percentage of need. The intention is to incorporate both 


the family and dwelling characteristics of applicants in order to establish a system that gives 


the households that are less able to address need without public assistance a higher priority. The 


following household characteristics indicate a funding priority within the economic subgroups: 


a. Disability. If one or more members of a household have a documented disability that affects 


the design of the assisted unit, that household may be given priority within their income 


subgroup. 


b. Age. If one or more members of the household are less than 18 years of age or 62 years of 


age or older, and has a lower AMFI. 


F. Housing Standardization. For reconstructed homes, construction specifications (for 2, 3 and 4 


bedroom homes with total square footage ranges), will be developed by ODOC. Each home must 


be constructed in accordance with local code. The subrecipient may engage an architect to allow 


for local architectural variations; however, basic square footage (within ranges), room 


requirements, building materials and general specifications must remain standardized for any 


home reconstructed with CDBG DR funding. See the 2019 CDBG-DR Action Plan for specific 
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requirements related to reconstruction.  


G. Housing Assistance Caps. Homeowner Assistance is limited to $70,000 for rehabilitation 


and $90,000 for reconstruction, less any duplication of benefits.  Estimated 


rehabilitation costs exceeding this cap will be recommended for reconstruction. 


III. ASSISTED HOMEOWNER ELIGIBILITY REQUIREMENTS 


A. The following are threshold requirements, which must be met for an applicant to be eligible 


for assistance. Eligibility does not assure assistance, since a prioritization strategy within LMI 


economic subgroups will be required (consistent with Program Design requirements) and it is 


expected that there will be more eligible applicants than can be served with available funds. 


B. Income Eligibility. The income limits to be utilized are the current income limits established 


yearly by HUD for the Section 8 Housing Program. Subrecipients must always use the most 


recent income limits and will be monitored for compliance. All beneficiaries of the 


Rehabilitation/Reconstruction Program must meet a National Objective. The Low to Moderate 


Income (LMI) National Objective is defined as providing a benefit to households at incomes 


of up to 80% of the locality's median income as computed on the most current HUD Section 8 


Income Limits. Any activity carried out with CDBG-DR funds that involves acquisition, 


rehabilitation or reconstruction of property to provide housing is considered to benefit LMI 


persons only to the extent such housing will, upon completion, be occupied by such persons. 


C. Proof of Ownership. The applicant must be an individual who owns the property to be repaired, 


rebuilt or replaced due to disaster damage. Ownership can be documented as follows: 


a. Provide a copy of a valid deed of trust or warranty deed that is recorded in the county 


records which cites the applicant’s name. For MHUs, a Statement of Ownership and 


Location (SOL) may be provided. 


b. For the purposes of federally funded disaster recovery programs, ownership may be 


proven in the following manner: 


i. Applicants may prove ownership by providing alternative documentation and 


completing a notarized affidavit that certifies that one of the following circumstances 


applies: 


1. there is nobody else who has the right to claim ownership; 


2. anyone who has a right to claim ownership has agreed to participate in the 


program; or 


3. anyone who has a right to claim ownership could not be located (after reasonable 


attempts to contact). 


ii. The alternative documentation that can be provided instead of a copy of the deed 


includes (in order of preference): 


1. tax receipts; 


2. home insurance; 


3. copy of home loan on applicable bank’s letterhead; 


4. utility bills; or 


5. other documentation deemed to be acceptable by ODOC 


iii. The documentation must show that the applicant was the person responsible for 


paying for these items at the time of the disaster.  


iv. The above-referenced alternatives are not optional and must be incorporated into 


Program Design and allowed to prove ownership for all CDBG Disaster Recovery 
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Programs in the State of Oklahoma. 


D. Principal Residency. The unit to be rehabilitated, reconstructed or replaced must have been 


occupied by the applicant as the applicant’s principal residence as of Month and Year. Principal 


residency for applicants can be demonstrated through property tax homestead exemptions. If a 


homestead exemption was not in place at the time of the disaster, an Affidavit of Principal 


Residency may be utilized as an alternative method of verification of principal residency. The 


affidavit must be supported by documentation such as asset verification (income tax returns, 


credit check, etc.) or utility bills specific to the property address and name of the applicant which 


were active as of the applicable, above-referenced dates. Vacation homes (or second home) 


properties are not eligible for assistance under this program. 


E. Property Taxes. Applicant must furnish evidence that property taxes are current, have an 


approved payment plan or qualify for an exemption under current laws. Applicant must prove 


that property taxes have been paid or that one of the following alternatives have been met: 


• the property owner qualified for and received a tax deferral as allowed under local 


tax code; 


• the property owner qualified for and received a tax exemption pursuant to the local tax 


Code; or 


• the applicant entered into a payment plan with the applicable taxing authority. 


F. Support documentation verifying the tax deferral or tax exemption must be provided by the 


applicant. Any applicant that enters into a payment plan must supply a signed copy of the 


payment plan from the applicable taxing entity, along with documentation that they are current 


on their payment plan.  


IV. PROPERTY ELIGIBILITY REQUIREMENTS 


A. The following threshold requirements are applicable to the assisted unit and must be met in 


order for the applicant to receive assistance. Proof of damage is discussed in Part A of this 


document. 


a. Unit Characteristics. Only single-family owner-occupied units within the eligible 


counties will be eligible for rehabilitation/reconstruction programs. 


b. Manufactured Housing Units (MHUs or mobile homes) are eligible for rehabilitation at 


the discretion of the subrecipient. However, the MHU to be rehabilitated must be no 


more than 10 years old at the time of assistance and no more than $10,000 in hard and 


soft construction costs can be used to rehabilitate an MHU. The MHU must meet HQS 


upon completion. MHU rehabilitation costs that exceed $10,000 will require 


reconstruction. Reconstruction of MHUs will consist of replacing the MHU with another 


MHU or a stick-built home that will meet only the current needs of the family or 


individual. 


V. TYPES OF ASSISTANCE OFFERED 


A. Rehabilitation or Reconstruction assistance may be offered to applicants. Based on the extent 


of damage, applicants may be eligible for rehabilitation or reconstruction of their homes, or 


they may  eligible for the Voluntary Buyout Program.  


B. Temporary relocation assistance may be offered at the discretion of the subrecipient; however, 


the assistance may not exceed $15,000 per household. 
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VI. TYPES OF IMPROVEMENTS 


A. Improvements needed to meet HUD Section 8 Existing Housing Quality Standards and Cost 


Effective Energy Measures are eligible improvements. 


B. Improvements must be physically attached to the house and be permanent in nature (e.g., sheds 


or garages located separately from the house are ineligible). Eligibility of attached structures 


such as carports or utility rooms is based upon available funds and agreement by ODOC in 


cases where safety or the structural integrity of the house is involved. 


C. Improvements will include as necessary lead-based paint abatement, asbestos abatement, 


handicapped accessibility for special needs, energy efficiency or ventilation items such as 


ceiling fans, window screens, screen doors, and window blinds. 


D. Individual Mitigation Measures (IMM) that mitigate and/or reduce risk for future disasters 


where the measures are above and beyond federal, state, or local construction or code 


requirements, and additionally the improvements exceed those that existed prior to the disaster. 


Examples include elevation above the base flood elevation level, the addition of storm shutters, 


hurricane proof windows, roof straps, etc. as long as those improvements are not required to 


comply with local code or wind zone requirements. 


E. Energy efficient cook stoves, refrigerators, and other necessary appliances are eligible items, 


but will only be considered when they are not present, or the repair would not be cost effective. 


They will be dealt with on a case-by-case basis.  


F. Required permits, if any, will be obtained by the contractor at his/her expense and will be 


included as part of the bid costs. 


G. Assistance will not be used for luxury items, including but not limited to garage door openers, 


security systems, swimming pools, fences, and television satellite dishes. 


VII. SUPPLEMENTAL IMPROVEMENTS 


A. All debris, abandoned vehicles, and buildings that pose a safety and/or health threat as 


determined by the local jurisdiction or person qualified to make such a determination, must be 


removed from the property prior to the start of construction. The assisted homeowners will 


remove derelict personal property. 


B. All electrical components must be inspected including service, meter, wiring, and fixtures even 


if no electrical work is being specified. Unsafe components must be replaced. All exposed 


wiring, switches, and light bulbs in living areas must be encased. 


C. All homes must be equipped with a smoke detector installed in conformance with the one and 


two-family dwelling code. 


C. Rehabilitated homes inhabited by handicapped or elderly persons must be analyzed as to the 


special physical needs of such persons. Improvements such as widened doorways, ramps, level 


entry and doorways, and grab bars in bath areas must be installed, if appropriate.  


VIII. FORMS OF ASSISTANCE 


A.  All applicants receiving assistance through the Rehabilitation/Reconstruction program must 


sign a Forgivable Promissory Note with the subrecipient. Otherwise, the subrecipients may put 


a lien on the applicant’s property. The note/lien must expire 1 year after the execution of the 


agreement. The homeowner will be required to maintain ownership of the property during the 


lien/note’s duration. If the property is sold, the balance left on the lien/note will be returned to 


the subrecipient and then returned to ODOC. 
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IX. CONSTRUCTION 


A. If the unit to be assisted was built prior to 1978 and the type of assistance offered will be 


rehabilitation, the assisted unit will be tested for the presence of lead-based paint. If present, the 


removal of lead based paint will be considered in the costs of rehabilitation. Lead paint 


inspection provides two benefits: (1) the costs of abatement are considerable and must be 


factored into the cost estimates for rehabilitation and (2) the health risks to residents, particularly 


children, may be severe so any presence of lead-based paint in an assisted unit, even one that is 


to be reconstructed, must be reported so that the residents may seek appropriate medical 


attention. If the removal of lead-based paint in a unit exceeds the rehabilitation cap, this activity 


may still occur and exceed the cap due to the safety and health of the resident. This cost is 


considered a reasonable exception to the program cap.  


B. Units should also be tested for asbestos. If present, the removal of asbestos will be considered 


in the costs of rehabilitation. Units that are rehabilitated or reconstructed and are found to have 


asbestos should be reported so that residents may seek appropriate medical attention. If the 


removal of asbestos in a unit exceeds the rehabilitation cap, this activity may still occur and 


exceed the cap due to the safety and health of the resident. This cost is considered a reasonable 


exception to the program cap. 


C. A pre-construction conference between the assisted homeowner, contractor, and the subrecipient 


will be conducted to ensure that all parties are in agreement about the work to be completed. 


The pre-construction conference will consist of two parts: The first part deals with basic 


contract and procedural issues: begin and end dates of the contract; terms of the contract; 


payment schedules and procedures; inspection procedures and requirements; responsibilities of 


the contractor and the assisted homeowner; change order procedures; payment requests and 


procedures (escrow account); lead-based paint requirements; role of the subrecipient; complaint 


and conflict resolution procedures; and other programmatic procedures. The second part will 


consist of a walk-through of the house for rehabilitation assistance. All parties should understand 


how the work will proceed. Instructions will be given regarding clean up by the homeowner 


prior to the work, and the contractor after the work. 


D. Housing that is constructed or rehabilitated with CDBG funds must meet all applicable local 


codes, rehabilitation standards, ordinances, and zoning ordinances at the time of project 


completion. International Residential Code (IRC) (with windstorm provisions) and 


International Building Code (IBC) will be used as required and as appropriate. All rehabilitation 


projects must comply with Housing Quality Standards (HQS) and all applicable local codes and 


ordinances. 


X. CONSTRUCTION AGREEMENT 


The construction agreement for all rehabilitation and reconstruction activities will be a tri-party 


agreement between the Rehabilitation/Reconstruction Contractor, the assisted homeowner and the 


subrecipient. 


XI. PROPERTY INSPECTIONS AND FINAL PAYMENT 


A. Preliminary Inspections 


A preliminary inspection will be conducted by the subrecipient to determine the condition of 


the unit for each application and to verify damage if FEMA, Small Business Administration 


(SBA) or Insurance award letters are not available. The initial inspection will be conducted by 


the subrecipient’s inspector or another qualified inspector and a list of the deficiencies will be 


prepared. The inspection will provide an estimate of repair costs to determine whether 
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rehabilitation or reconstruction will be offered and must be in sufficient detail to be utilized in 


the creation of work write-ups. 


B. Progress Inspections 


a. Progress inspections serve three primary purposes: 1) to evaluate the contractor's progress; 


2) to confirm that local building codes or standards have been satisfactorily met; and 3) to 


confirm that all requirements of the contract have been met to all parties' satisfaction. 


b. At key stages in the project, the subrecipient will schedule inspections. Key stages are times 


when work such as wiring and plumbing are completed and still exposed prior to the wall or 


flooring being replaced; or when work being performed by a specialty subcontractor, who 


will be present for only a short time, is nearing completion. 


c. Inspections to approve progress payments will be made at a time requested by the contractor. 


These inspections will be made promptly upon request so as not to delay the processing of 


the contractor's payments. If at all possible, the same person will conduct inspections each 


time. 


f. Building permits are required for all applicable construction work. 


g. The assisted homeowner and the subrecipient will sign the inspection forms as 


acknowledgement that the work was completed and meets their approval. If the assisted 


homeowner is not satisfied with any aspect of the work, the inspection forms should not 


be signed until the contractor has corrected the faulty work. 


C. Final Inspections 


a. When work is nearing completion, the contractor will notify the subrecipient of a specific 


date when the job will be ready for a final inspection. The purpose of the final inspection is 


to guarantee that all work called for in the contract has been completed according to 


specification. If progress inspections were conducted often enough to make mid-course 


corrections, the final inspection should only need to catch those items which have been 


done since the last inspection. The final inspection will be as thorough and deliberate as 


the initial inspection. Finished carpentry, painting, backfilling, electrical fixtures, all single 


family homeowner activities, and clean-up should be closely checked for completion. 


b. The subrecipient will make sure that the assisted homeowner has received all warranties and 


instruction booklets for installed equipment. 


c. As in all construction projects, a punch list will be developed toward the end of the job. 


A punch list is a listing of items written as specifications, which constitute the work necessary 


to complete the contract. The contractor and the subrecipient as a result of the final 


inspection will develop the punch list, although the contractor and the assisted homeowner 


prior to the final inspection can develop it. Either way, the punch list will represent work yet 


to be done, not additional work over and above the original or amended contract. Once the 


punch list has been prepared, no other work items are expected of the contractor. If the 


punch list contains more than ten (10) items, the contractor is not ready for a final inspection. 


D. Certificate of Completion and Owner Acceptance 


a. After all items on the punch list have been satisfactorily completed, and all warranties issued, 


the project can be brought to final resolution. For purposes of accountability, ODOC must 


have written documentation that the assisted homeowner and subrecipient have accepted the 


work. This should be provided to ODOC before construction begins.  


E. Warranties and Retainage 


a. When final inspection determines that the work is completed in accordance with the 


contract, the subrecipient will submit the contractor's request for payment and upon receipt 


of the funds, disburse the funds to the contractor.  
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b. If any problems are identified in this supplemental inspection, the subrecipient will then 


notify the contractor to come back and correct the issue within a reasonable amount of time, 


not to exceed two weeks. Should the contractor fail to do so, the subrecipient will not 


disburse the retainage, the assisted homeowner may take any necessary legal recourse, and 


the contractor will be barred from performing any more rehabilitation/reconstruction work 


in the subrecipient. In addition, should the contractor be doing other work under this program 


and fails to correct any warranty problems, no other payments will be made to him/her until 


such problems are corrected. 


c. All work performed by the contractor will be guaranteed for a period of one (1) year. Such 


warranty will be stipulated in the construction contract between the contractor and the 


homeowner. For a period of one (1) year, the assisted homeowner may require the 


contractor to correct defects or problems arising from his or her work under this contract. 


Should the contractor fail to do so, the assisted homeowner may take any necessary legal 


recourse as prescribed in the rehabilitation contract. A reasonable amount of time will be 


given to correct the problem; however, in no case will such time exceed two weeks to 


respond. 


XII. FILES AND REPORTS 


The subrecipient will maintain accurate program files and records for general administration activities, 


for each applicant, and for each assisted homeowner for a period of five (5) years as required by ODOC. 


Such files will be open for inspection as to qualifications, bids, and awards. 


XIII. CHANGES, WAIVERS, AND/OR CONFLICTS 


A. The subrecipient has the right to change, modify, waive, or revoke all or any part of these 


guidelines, with the written approval of ODOC. 


B. Waivers to the requirements in these guidelines can only be approved by ODOC and must be 


provided in writing. 


C. In the event that these guidelines conflict with local, state, or federal law, the more stringent 


requirement will prevail, provided that the requirement does not violate local, state or federal 


law. 
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INTRODUCTION 
 


Accessibility Statement from the Oklahoma Department of Commerce  


The Oklahoma Department of Commerce is committed to making its electronic and information 


technologies accessible to individuals with disabilities in accordance with both Section 508 of the 


Rehabilitation Act (29 U.S.C. 794d), as well as Oklahoma’s Oklahoma Electronic and Information 


Technology Accessibility law, or EITA. 


Oklahoma works to make its government more transparent, available, and useful. Making State technology 


resources accessible to people with disabilities helps the State to meet its goal of creating a more transparent 


government. Complete information can be found at https://www.ok.gov/accessibility/. 


Commerce posts many documents to our websites in Adobe PDF format to provide enhanced document 


features and preserve design. The ability to open PDF documents is built into most popular web browsers 


and Adobe Reader is provided for free by Adobe at adobe.com. Commerce posts PDFs in text format so 


that documents can be read by screen readers.  


Commerce posts some documents to our websites in Microsoft Office formats including Word, Excel, and 


PowerPoint format. Microsoft provides viewer applications for these formats for free on their website at 


microsoft.com.  


Disaster Recovery Website 


ODOC/CD maintains a website specifically for the 2019 CDBG-DR program. Please visit: 


https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/ and check back often 


because the website is frequently updated. 


o Notifications for Public Hearings will be published in English and Spanish.  


o Read the 2019 CDBG-DR Action Plan, Citizen Participation Plan, Quarterly Reporting, and more.  


o The website can easily be translated by clicking the “Translate This Page” button at the top of the 


screen.  


 


If you need assistance with the website, or encounter any technical difficulties with the website, please 


contact Bryan Boone (bryan.boone@okcommerce.gov). 


 


 


 


 


 



https://www.ok.gov/accessibility/

https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/

mailto:bryan.boone@okcommerce.gov
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Staff Contacts for Questions, Comments, or Assistance  


Please contact either Jade Shain or Taylor Huizenga if you have any questions, comments, or if in need of 


assistance for disability accommodations, translation, or interpretation services.  


 


Jade Shain | Programs Planner 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


jade.shain@okcommerce.gov 


 
 


Taylor Huizenga | Programs Representative 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


taylor.huizenga@okcommerce.gov 


 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 



mailto:jade.shain@okcommerce.gov

mailto:taylor.huizenga@okcommerce.gov
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Background to the 2019 CDBG-DR Grant Program 


Oklahoma experienced severe storms from May 7, 2019 through June 9, 2019. These storms brought 


straight-line winds, tornadoes, and significant flooding to several communities throughout the state.  


Due to the extensive damage to housing and infrastructure from these storm events, an allocation notice 


was issued by the United States Department of Housing and Urban Development (HUD) in Federal Register 


Notice Vol. 85, No. 17, Page 4681 Public Law 116-20 . This Federal Register Notice states that Oklahoma 


is eligible to receive an allocation of $36,353,000 in disaster recovery funds for necessary expenses for 


activities authorized under Title I of the Housing and Community Development Act of 1974 (42 U.S.C. 


5301 et. Seq.) to address long-term recovery needs, particularly in the area of housing recovery that focuses 


on low and moderate-income beneficiaries. Per the Federal Register Notice, the only areas in which the 


funds can be expended are Presidentially Declared Disaster areas as a result of the incident period (May 7, 


2019 to June 9, 2019) as defined by the applicable Disaster Declaration 4438. Within these eligible areas, 


the Federal Register Notice requires that a minimum of $29,082,000, or 80% of the total State’s 


$36,353,000 CDBG-DR funding allocation, must be expended on CDBG eligible disaster related activities 


in Muskogee, Tulsa, and Sequoyah counties (see map below). 


 


 


The remaining funding (20% of the total allocation) will be available for CDBG eligible disaster related 


activities in eligible counties as defined by Disaster Declaration 4438. Applicants from Alfalfa, Canadian, 


Cherokee, Craig, Creek, Delaware, Garfield, Kay, Kingfisher, Le Flore, Logan, Mayes, Noble, Nowata, 


Okmulgee, Osage, Ottawa, Pawnee, Payne, Pottawatomie, Rogers, Wagoner, Washington, and Woods are 


also eligible to submit applications related to the aforementioned disaster. 


Though the State has a limited understanding about the unmet need for the homeowner reimbursement 


program, it’s existence was determined necessary based on several factors. First, the HUD memorandum 


on Oklahoma allocations (dated December 3, 2019 and included in the Appendix) describes the initial 


understanding of the storms’ impact on the State. This memorandum describes the possibility of some 
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homeowners needing SBA loans to recover from the disaster. Secondly, CDBG-DR Staff went to Moffett 


in April of 2021 to speak with residents about the disaster recovery program. In that meeting with residents, 


several people mentioned that they had SBA loans they had used for repairing their homes and they wanted 


to learn more about the reimbursement program. SBA data is not available at this time. 


PROGRAM GUIDELINES 


Purpose 


The purpose of the State of Oklahoma’s Community Development Block Grant Disaster Recovery (CDBG-


DR) reimbursement program is to assist property owners who took out subsidized loans to make repairs 


after the DR-4438 FEMA declared disaster. Eligible applicants, referred to as “Subrecipients” in this 


document, include county and city governments, state agencies, non-profit organizations, Councils of 


Government, and tribal nations.  


Overview 


Applicants who have completed reconstruction, rehabilitation, and/or elevation on a single family home 


prior to the start date of this program will be eligible to receive a forgivable loan of up to $80,000. The 


applicant, as part of their application, must provide adequate documentation of eligible reimbursable 


expenses conducted on the home. Once the application is received, the subrecipient will conduct the 


appropriate environmental review and damage assessment on the home to ensure that the cost of activities, 


up to $80,000, are eligible for reimbursement. Applicants cannot be reimbursed for work initiated after the 


start of the program (October 31, 2021). Applicant homes that reside in a 100-year floodplain are not 


eligible for this program. Subrecipients must ensure applicants meet all determinations for eligibility prior 


to distributing any funds or executing a promissory note with the applicant. 


PROGRAM REQUIREMENTS 


The program will prioritize applicants with homes damaged by the eligible events and who reside in the 


HUD most impacted areas (with 80 percent of funding going to those counties and zip codes) and are LMI 


households (below 80 percent AMI). The remaining 20 percent of funds will go towards the State identified 


MIDs. All applicants under 120 percent of AMI will be eligible to apply for this program; however, 


applicants within a floodplain will not be eligible for reimbursement. 


All applicants receiving assistance through the reimbursement program must sign a Forgivable Promissory 


Note with the subrecipient. Otherwise, the subrecipients may place a lien on the applicant’s property for 


the length of the compliance period (A minimum of one [1] year). The homeowner will be required to 


maintain the property and remain as primary owner and residence during the lien/note’s duration. If the 


property is sold, the balance left on the lien/note will be returned to the subrecipient and then returned to 


ODOC. 


Prioritization of Funds  


ODOC and its subrecipients will prioritize funding to LMI applicants. For both HUD MIDs and State MIDs, 


any applications received by subrecipients within the first 30 days that meets the LMI criteria should be 


considered before any non-LMI applications. If the program is not oversubscribed at that time, the 


subrecipient may begin processing non-LMI applications on a limited basis.  
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All applications will be processed, including prioritization, based on the information provided in the 


application. If an application is incomplete or inconclusive, the subrecipient should contact the applicant, 


allowing at least 14 days for a response. In the instance that a complete response is not received within the 


allotted 14 days, the application may be withdrawn and the initial submission date should no longer be 


effective.  


ELIGIBLE ACTIVITIES AND EXPENSES 


For the purposes of the Reimbursement Program, all costs associated with eligible activities including 


reconstruction, rehabilitation, elevation, and/or mitigation must be adequately documented, and the 


subrecipient should not reimburse applicants for work completed after October 31, 2021. All eligible work 


must be considered necessary and reasonable and meet the standards required in the SFH rehabilitation 


program guidelines. If applicable, adherence to Housing Quality Standards (HQS) may be required at the 


discretion of ODOC. Only work performed within the original footprint of the damaged structure, sidewalk, 


driveway, or other developed areas will be eligible for reimbursement unless certain elements were 


reconstructed to support persons with disabilities or was required due to the safety of the applicant. ODOC 


must approve all completed reconstruction work prior to reimbursement by the subrecipient. 


 


To verify eligibility, each applicant must submit the following information:  


i. Documentation that damages were caused by the eligible storm event (see details in later 


section for examples); 


ii. Documentation that repairs were completed after the event and prior to October 31, 2021  


(photos, contractor work completion documentation, assessment on work-value based on 


standard pricing, self-certification, and certificate of occupancy, if applicable). Please 


consult with ODOC if a damage inspector was not present or available at the time that 


damages occurred; 


iii. Submit receipts or invoices for home repair expenses not evident by inspection. These may 


include debris removal, permit/ inspection fees, dumpster rental, etc. Note that expenses 


related to temporary housing are not eligible and therefore should not be included; 


iv. Submit documentation to support the original source of payment for repairs (ex: bank 


account, credit card statements, loan application and agreement); and 


v. Certify any and all disaster assistance received following DR-4438 FEMA declared 


disaster. 


 


Documentation of damages caused by the eligible events may include:  


i. FEMA, SBA, loan or insurance award letters;  


ii. Photographs;  


iii. If the above-referenced documentation is not available, an inspection report/damage 


assessment (complete with photos of the damage and a written assessment of the damage 


each photo depicts) will be conducted by a licensed HQS inspector, (or similar license) to 


certify the damage occurred because of the event; or 


iv. If FEMA, SBA, or insurance award letters are not available and an inspection report is 


inconclusive as to the cause of the damage, alternative evidence, such as neighborhood-


level media reports or documentation of damage by disaster response/relief organizations, 


may be presented on a case-by-case basis only. ODOC approval is required for this method 


of proof of event damage.  
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If an applicant was denied assistance by FEMA, assistance through the CDBG-DR Program may still be 


available. Applicants are not solely ineligible based on a denial by FEMA. Such applications will be 


reviewed on a case-by-case basis by the subrecipient. Table 1 provides examples of eligible and ineligible 


expenditures but it is not an exhaustive list of all costs. ODOC has the final authority to determine eligible 


costs. 


Table 1: Eligible Reimbursement Program Expenditures 


Eligible Expenditures: Ineligible Expenditures: 


Essential appliances (e.g., refrigerator, stove/oven, 


dishwasher) Food, clothing, household goods 


Permits and inspection fees Fences or sheds 


Removal of construction debris Day labor paid by cash with no receipt 


Utilities (plumbing, electrical and gas systems) Tools 


Structural repairs (struts, studs, framing, drywall, 


roofs, floors, fixtures, finishes, and foundation) Flatbed trailers 


Heating, venting, and air conditioning systems Mortgage payments 


Septic or sewer system repairs Insurance premiums 


Well or water system repair Temporary housing (only offsets FEMA funds) 


Entrance and Exit doors  


Drying water damage restoration, mold 


remediation, flooring replacement due to water 


damage 
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Introduction 


 


Accessibility Statement from the Oklahoma Department of Commerce  


The Oklahoma Department of Commerce is committed to making its electronic and 


information technologies accessible to individuals with disabilities in accordance with both 


Section 508 of the Rehabilitation Act (29 U.S.C. 794d), as well as Oklahoma’s Oklahoma 


Electronic and Information Technology Accessibility law, or EITA. 


 


Oklahoma works to make its government more transparent, available, and useful. Making 


State technology resources accessible to people with disabilities helps the State to meet its 


goal of creating a more transparent government. Complete information can be found at 


https://www.ok.gov/accessibility/. 


Commerce posts many documents to our websites in Adobe PDF format to provide 


enhanced document features and preserve design. The ability to open PDF documents is 


built into most popular web browsers and Adobe Reader is provided for free by Adobe at 


adobe.com. Commerce posts PDFs in text format so that documents can be read by screen 


readers.  


 


Commerce posts some documents to our websites in Microsoft Office formats including 


Word, Excel, and PowerPoint format. Microsoft provides viewer applications for these 


formats for free on their website at microsoft.com.  


 


Disaster Recovery Website 


ODOC/CD maintains a website specifically for the 2019 CDBG-DR program. Please visit: 


https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/ and 


check back often because the website is frequently updated. 


o Notifications for Public Hearings will be published in English and Spanish.  


o Read the 2019 CDBG-DR Action Plan, Citizen Participation Plan, Quarterly 


Reporting, and more.  


o The website can easily be translated by clicking the “Translate This Page” button 


at the top of the screen.  


 


If you need assistance with the website, or encounter any technical difficulties with the 


website, please contact Susan Riley (susan.riley@okcommerce.gov). 


 


Staff Contacts for Questions, Comments, or Assistance  


Please contact either Jade Shain or Taylor Huizenga if you have any questions, comments, 


or if in need of assistance for disability accommodations, translation, or interpretation 


services.  


 



https://www.ok.gov/accessibility/

https://www.okcommerce.gov/reporting-compliance/cdbg-disaster-recovery-2019/

mailto:susan.riley@okcommerce.gov
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Jade Shain | Programs Planner 


Community Development (CDBG-


DR) Oklahoma Department of 


Commerce 


jade.shain@okcommerce.gov 


 
 


Taylor Huizenga | Programs 


Representative 


Community Development (CDBG-DR) 


Oklahoma Department of Commerce 


taylor.huizenga@okcommerce.gov 


 
 


 


Background to the 2019 CDBG-DR Grant Program 


Oklahoma experienced severe storms from May 7, 2019 through June 9, 2019. These 


storms brought straight-line winds, tornadoes, and significant flooding to several 


communities throughout the state.  


 


Due to the extensive damage to housing and infrastructure from these storm events, an 


allocation notice was issued by the United States Department of Housing and Urban 


Development (HUD) in Federal Register Notice Vol. 85, No. 17, Page 4681 Public Law 


116-20. This Federal Register Notice states that Oklahoma is eligible to receive an 


allocation of $36,353,000 in disaster recovery funds for necessary expenses for activities 


authorized under Title I of the Housing and Community Development Act of 1974 (42 


U.S.C. 5301 et. Seq.) to address long-term recovery needs, particularly in the area of 


housing recovery that focuses on low and moderate-income beneficiaries. Per the Federal 


Register Notice, the only areas in which the funds can be expended are Presidentially 


Declared Disaster areas as a result of the incident period (May 7, 2019 to June 9, 2019) as 


defined by the applicable Disaster Declaration 4438. Within these eligible areas, the 


Federal Register Notice requires that a minimum of $29,082,000, or 80% of the total 


State’s $36,353,000 CDBG-DR funding allocation, must be expended on CDBG eligible 


disaster related activities in Muskogee, Tulsa, and Sequoyah counties (see map below). 


 


 


 


 



mailto:jade.shain@okcommerce.gov

mailto:taylor.huizenga@okcommerce.gov
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The remaining funding (20% of the total allocation) will be available for CDBG eligible 


disaster related activities in eligible counties as defined by Disaster Declaration 4438. 


Applicants from Alfalfa, Canadian, Cherokee, Craig, Creek, Delaware, Garfield, Kay, 


Kingfisher, Le Flore, Logan, Mayes, Noble, Nowata, Okmulgee, Osage, Ottawa, Pawnee, 


Payne, Pottawatomie, Rogers, Wagoner, Washington, and Woods are also eligible to 


submit applications related to the aforementioned disaster. 
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1.0 PROPERTY OWNER ELIGIBLITY 


1.1 Multi-Family Rental Property Eligibility 


To be eligible for funding from the Multi-Family Rental Property Program, properties must 


meet all of the following criteria: 


• Properties containing at least two (2) dwelling units prior to the DR-4438 disaster 


(ending June 9, 2019). A dwelling unit is defined as having complete independent 


living facilities for one or more persons, including permanent provisions for living, 


sleeping, eating, cooking and sanitation. 


• Be located in either the HUD declared MIDs or the State declared MIDs. See 


CDBG-DR 2019 Action Plan for specific information on areas and allocations.  


• Properties that sustained storm damage of at least $5,000 as verified by a visual 


inspection or a 3rd party verification, including FEMA, Insurance, USDA or County 


estimates. 


• Properties must have access to water, sewer, and electricity. 


• Must be the owner(s) of record of the property at the time of application. 


Further, property owners with ownership of a property prior to the storms receive an 


absolute preference over new investors who have purchased property since the storms. 


Pre-storm owner(s) were the owner(s) of record of the property on May 7, 2019. Properties 


with multiple owners, where a member of the pre-storm ownership group has sold his/her 


interest to the other partners are eligible to compete as a pre-storm ownership group. 


New Investor(s) are the owner(s) of record at the time of application and were not the 


owner(s) of record on May 7, 2019. 


Special Circumstances related to type of ownership: 


• Rent to own: Not eligible 


• Bond for deed: Not eligible 


• Lease to own: Not eligible 


• Usufruct: Case by case basis to be determined by the program.  Usufruct cases 


should be encouraged to apply for the Multi-family rental program. 


 


Expanded Funding Options 


Self-Certification of property as rental pre-storm: Program Application Elements 


Requiring Self-Certification  


There are no reliable systemic methods for the program to conclusively validate 100% of 


applications on certain eligibility criteria, such as rental property status, at the time of the 


storm or vacancy at the time of application. The program should rely on self-reported 


information as self-certified on the application, under penalty of perjury. If, during the 


course of processing a file, it becomes evident that eligibility criteria may not have been 


accurate or comes into question, the file should be submitted first to ODOC, who may 
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report the issue to HUD’s Office of Inspector General for Fraud Waste and Abuse. HUD’s 


department will review and ultimately decide if additional documentation is required 


and/or fraud, waste, or abuse has occurred.  


Special Considerations regarding property uses 


• Properties containing mixed-uses are eligible to apply. A mixed-use property 


contained both commercial/office uses (groceries, corner stores, etc.) and 


residential uses (primary residences, rental units, etc.) prior to the storms. These 


rental properties will receive an award only for each affordable rental unit. 


Structures or spaces for commercial uses prior to the storms which will be 


converted to residential rental space are not eligible. 


• When determining the number of units in a rental property, units identified for 


commercial use will not be considered in the 2-unit count, at the program’s 


discretion. In reviewing these cases, the program will take all efforts to ensure the 


overall program objectives are met. 


• Units used to house family members or others at no charge are eligible. 


• If the persons occupying the unit are income-eligible tenants (80% of Area Median 


Income), the owner may receive funding for the units. 


• If the persons occupying the units are not income-eligible tenants, the owner may 


apply to the program for other units on the property and list the unit as a market 


rate unit. 


• Single Room Occupancy (SRO) units are not eligible. SRO units are residential 


properties that include multiple single room dwelling units where each unit is for 


occupancy by a single individual. 


1.1.1 Eligible Structure Types 


The following section defines eligible and ineligible types of dwelling units that could have 


been located on the property prior to the storms or will be used in the reconstruction 


efforts. 


• Modular constructed housing is an eligible structure type. 


• Modular homes are built in sections at a factory, transported to the building site on 


truck beds, and then joined together by local contractors. Modular homes are built 


to conform to all state, local or regional building codes at their destinations. 


• A manufactured home (also known as a mobile home) is built to the Manufactured 


Home Construction and Safety Standards (HUD Code) and has a vehicle 


identification number (VIN) and/or a still undercarriage. 


• Manufactured homes, RVs, and houseboats are not eligible structure types. 


1.2 Owner Eligibility  


To be eligible to apply for the Multi-Family Program as a rental property owner, the 


property owner or group of owners must have been a resident or jurisdiction-based 


business, or nonprofit organization authorized to operate in the State on May 7, 2019 or 


after. Property owners do not have to reside in the State at the time of application to be 
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eligible. 


1.2.2 Ownership Type 


An owner occupant is a property owner or group of owners that meet the following criteria: 


• At least one property owner(s) must have owned and occupied 


one unit of a two or more unit property as their primary 


residence on or before May 7, 2019. 


• At least one property owner(s) must re-occupy the subject 


property within 3 years of the date of closing on the 


compensation award. During this three year time period, the 


owner will not be able to use their owner-occupied unit as a 


rental unit. 


Owner Occupants must be the owner(s) of record of the property at the time of application.  


Special Circumstances related to type of ownership: 


• Rent to own: Not eligible, unless the homeowner converts their contract to full 


ownership prior to receiving funding assistance 


• Bond for deed: Not eligible, unless the homeowner converts their contract to full 


ownership prior to receiving funding assistance 


• Lease to own: Not eligible, unless the homeowner converts their contract to full 


ownership prior to receiving funding assistance 


• Usufruct: Case by case basis to be determined by the program.  Usufruct cases 


should be encouraged to apply for the program. 


A non-occupant owner is an owner that does not live on the property or properties that they 


own. Non-occupant owners will need to verify that their place of residence is none of their 


owned properties.  


 


Power of attorney: Property owner(s) may grant power of attorney to someone who can 


apply on their behalf. 


Co-ownership: All property owner information must be included on the application, all 


property owners must be present at closing, and all property owners must sign closing 


documents unless one is granted power of attorney for the others.  Co-owners (i.e. joint 


ownership) who reside in more than one unit on a property must submit one application to 


the Program, noting each owner- occupied unit on the property. Properties with multiple 


owners, where a member of the pre-storm ownership group has sold their interest to the 


other partners, are eligible to compete as Owner Occupants if all other criteria are met. 


Nonprofit Organization: Nonprofit organizations which had an IRS 501(c)(3) designation 


and were registered to do business in the jurisdiction on or before May 7, 2019 and at the 


time of application may file as an Owner Occupant if all the above criteria are met. 


Succession: If the property owner(s) has died since the time of the storms, an heir must 
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have been placed into legal possession of the property to be eligible in place of the 


deceased owner. 


Clarification on Process for Closing Succession cases  


Divorce: If the property owner(s) have divorced since May 7, 2019, the terms of the 


divorce settlement must include a transfer of ownership of record are required to be 


eligible. 


Incapacity or infirmity: If a property owner is incapacitated due to illness or other infirmity, 


someone with a legal right to bind that person legally, such as is provided by a power of 


attorney, are eligible to apply on behalf of the property owner. 


2.0 FUNDING OPTIONS 


2.1 Estimated Cost to Repair 


The Estimated Cost to Repair (ECR) includes the following items or costs which could be 


incurred by a property owner participating in the Program. 


• Site Work (Utility lines, landscaping, etc.) Demolition 


• Repair / Reconstruction costs 


• Elevation Costs / Lead Abatement Soft Costs: 


o Architectural/Engineering (Drawings, specifications, if applicable)  


o Financing costs (Construction interest, appraisal, origination fees)  


o Survey 


o Legal costs (Attorney Fees, Notary Fees, etc.) 


o Title Insurance 


o Building Permit 


o Other Soft Costs 


o Consultant Fee (if applicable) 


• Relocation (if applicable) 


• Contingency (to pay for unexpected costs - not greater than 10%) 


• Other development costs 


Special Considerations regarding Estimated Cost to Repair: 


In mixed-use properties, the ECR is based on the costs to repair the residential space to 


meet the State Code without concern for the cost to repair the commercial space. 


2.1.1 Calculation of Estimated Cost to Repair 


Calculation of the ECR should be required before commitment letter, final inspection, and 


disbursement of the award to the property owner may occur.  To determine this value, an 


applicant may either submit paid bills and/or contracts from a licensed Contractor or 


request an estimated cost to repair from the jurisdiction. 


If Work has been completed: 
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• By a licensed contractor, property owner may submit paid bills or choose 


jurisdiction-approved estimate of cost to repair. 


• By anyone other than a licensed contractor, including the property owner, the 


jurisdiction will determine estimated cost to repair. 


• By both licensed and unlicensed contractors, owner may choose to combine 


methods of verification:  use paid bills from licensed contractors and a jurisdiction-


approved estimate for other work. 


If Work has yet to be performed: 


 The owner may submit a copy of a formal bid (with a scope of work) from a registered or 


licensed contractor, professional architect, or professional engineer (even if the owner does 


not plan to actually hire this entity to perform the construction work) provided that the 


owner supplies a certification that estimated cost is a valid third party estimate.  The 


contractor’s estimate would also contain a certification that the scope is not substantially 


greater than what is required to return the property to service and it provides the building 


amenities listed in the application. 


The owner may submit a scope of work and a written cost estimate from a business or 


individual that is not a licensed contractor (even though the owner does not plan to hire this 


entity to do the construction work), however, the Multi-Family program will need to send 


an inspector to ensure that the scope of work is not inappropriate and that cost per item is 


within the range of industry standards.  The owner is cautioned to consult the grantee’s 


statues regarding the use of contractors other than licensed contractors. 


The owner may request that a Multi-Family Program inspector visit the property and make 


an estimate of costs required to bring the building up to code and provides costs for the 


building amenities listed in the application. 


If Work is in Progress: 


If the owner is in the middle of repairing the property, verifications for both the completed 


work and the work that is yet to be done must be provided.  Any combination of the 


methods listed above may be used. The owner may also choose to have an inspector visit 


the property and make a total estimate of all costs associated with the work completed to 


date, work to be performed to bring up to the State Building Code and for the cost of the 


building amenities listed in the application. 


The subrecipient should conduct a cost reasonableness Quality Assurance review on all 


owner supplied cost estimates to prevent fraud. This quality assurance review may include 


a desk review or the subrecipient’s inspector’s cost estimate. 


2.2 Awards for Affordable Units 


All units rehabilitated or reconstructed must support affordable housing in their current 


jurisdiction. Awards for affordable housing will be made in the form of a no interest, no 


payment, forgivable loan requiring property owners to maintain affordable rent levels for 


ten years. A forgivable loan is completely forgiven over time and may be spent at the 
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borrower’s discretion, without restriction. The loan does not require repayment if all the 


conditions of the loan are met. Forgiveness of the loan will occur in staged intervals, 


depending on the level of affordability chosen by the applicant. 


Loan Forgiveness Methodology  


The loan will be amortized yearly from the closing date of the loan. 


Note: In the forgiveness process for Non-profits they will follow the same patterns of 


forgiveness, but on a 20 year timeline. For those properties that have selected an extended 


term of affordability the forgiveness methodology will based on the number of years 


selected. 


To be consistent throughout the Program, forgiveness and prepayment schedules for all 


loans will use the closing date as a trigger date.  Legal documents and procedures will be 


reviewed and adjusted as necessary for consistency. S u b r e c i p i e n t ’ s  will identify 


any cases which may need to have legal documents re-filed and provide information to the 


State. Closing dates will also be issued for all system modifications for long term 


monitoring and pay-off/recapture calculations. 


Property owners may choose to rent units on a property at one of the three rent tiers 


calculated to be affordable to households at 80, 65, and 50 percent of area median income 


(AMI). 


2.2.1 Calculation of Homeowner Compensation 


An evaluation of the home will compare the total square footage of all the units on the 


property with the square footage of the owner’s unit.  This percentage is then used to 


determine the portion of the following inputs that apply to the homeowner’s compensation 


award.  


The owner occupant compensation is based on the lesser of the Pre-storm value (PSV), 


minus any insurance proceeds and FEMA payments.  


No multi-family properties located within the 100-year floodplain will be eligible for this 


program if flood insurance was not carried by the owner.  


Duplication of Benefits - Sources of duplication of benefits compensation include sources 


of funding assistance provided for structural damage and loss related to the disaster. The 


following sources are deducted from the award amount for the homeowner’s unit: 


• FEMA payments for structural damage 


• USDA loans and/or SBA loans 


• National Flood Insurance Program (NFIP) Insurance Payments 


• Private insurance: All private insurance settlement amounts for loss to structures 


are considered in the award calculation.  Private insurance payments for contents or 


other expenses are not considered. 


Tax adjustments resulting from filings related to losses to the rental property are not 
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considered duplication of benefits and do not affect awards. 


Pre-Storm Value (PSV) – The PSV is calculated only for the owner-occupied unit on the 


property. Acceptable sources of PSV data are: 


• A Pre-storm Appraisal provided by the owner on a voluntary basis.  It must have 


been completed by a licensed appraiser between {enter date} and the date of the 


storm.  It must also reflect the value of the damaged property at some point during 


that same time frame. Value may be appreciated or depreciated using the HUD 


price index. 


• A Post-storm Appraisal provided by the owner on a voluntary basis.  This is only 


used if (1) above is not provided by the owner.  A post-storm appraisal is also 


provided by the owner and completed by a licensed appraiser.  The value may not 


exceed 20% of the jurisdiction’s appraisal (see #4 below).  If the value is over 20% 


more than the jurisdiction’s appraisal, the Rental Program will calculate PSV as 


120% of the jurisdiction’s appraisal. 


• A Fannie Mae/Freddie Mac or FHA Estimate. If (1) and (2) above are not provided 


or not valid, PSV is based on a pre-storm appraisal performed by a third party, 


obtained by a lender or government agency, and completed since January 1, 2000.  


The jurisdiction uses two databases for this: Fannie Mae/Freddie Mac and FHA.  


As above, this value must be appreciated or depreciated.  If there is more than one 


pre-storm appraisal available for the property from Fannie Mae/Freddie Mac or 


FHA, use the highest value. 


• The jurisdiction’s Appraisal.  If (1), (2) and (3) above are not available or not 


valid, PSV is based on a market analysis ordered by the jurisdiction from a 


licensed appraiser.  


2.2.2   Special Needs Housing Prioritization 


The Multi-Family program seeks to make rental housing units available to residents with 


special needs (also known as vulnerable populations) by encouraging development of units 


intended to help tenants advance other life goals, including economic self-sufficiency. By 


designating units for Special Needs, the owner agrees to: 


• Accept tenant referrals from other disaster recovery programs; 


• Accept referrals of tenants who live in group housing funded by the Federal 


Emergency Management Agency and whose income is up to 50 percent of the 


AMI; 


• Accept tenant referrals from non-profit organizations that support the needs of 


homeless persons, persons living with disabilities or HIV/AIDS, domestic violence 


survivors, persons with addictions, or persons living in transitional housing. 


While the owner is not required to offer the unit to Special Needs tenants following initial 


occupancy, the owner is responsible for demonstrating that the unit will be affordable to 


the initial tenant at initial occupancy and throughout the tenant’s tenure in the unit. This 


can be accomplished by agreeing to take Special Needs tenants with tenant-based 
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vouchers. 


Units designated for special needs or supportive housing must be rented at the 50 percent of 


AMI rent tier. 


2.3 Scoring Criteria 


The State uses scoring criteria to select which subrecipients will receive funding. 


Subrecipients should create scoring criteria when owners apply for multi-family assistance. 


Scoring is further detailed in the 2019 CDBG-DR Action Plan.  


3.0 DUE DILIGENCE PROCESSES 


3.1 Verification of Estimated Cost to Repair (ECR) 


To validate a given ECR, the subrecipient should perform a combination of desk reviews 


and field evaluations, as follows, depending on the source of the documentation submitted: 


(1)  Licensed Contractor, Registered Home Improvement Contractor, or similar 


professional 


Documentation may consist of paid bills, or an accepted / proposed bid and scope 


of work, and similar documents, plus a certification signed by the applicant 


attesting to the impartiality and validity of the documentation. 


Rental Program will perform basic due diligence checks (address match, name 


match, contractor appears in the State’s license database). 


If documentation passes these basic checks, the Estimated Cost to Repair value is 


accepted as-is. 


If documentation fails these basic checks and the fails cannot be resolved, the 


Program will perform a cost evaluation to generate an Estimated Cost to Repair. 


This is similar to a Home Evaluation in Homeowner Program. 


 


(2)  Owner-Builder, in which the owner is the same person as the licensed/registered 


contractor that estimated the cost. 


Acceptable forms of documentation and due diligence test are the same as above. 


In addition, all Owner-Builders will receive a Rental program cost evaluation to 


validate their submitted documentation. 


The validation is a +/- 20% bounce test against the program’s cost estimate. 


If the applicant’s value is up to 20% higher than the program’s estimate, use the 


applicant’s value. 


If the applicant’s value is > 20% higher than the program’s estimate, use 120% of 
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the program’s estimate. 


If the program’s value is higher, use the applicant-provided value. 


If the documentation fails the due diligence test and the applicant supplied 


documentation is higher, use the Rental program cost evaluation to generate an 


Estimated Cost to Repair. 


 


(3)  Owners Undertaking Work Themselves.  In this case, the owner is submitting 


documentation from a 3rd party, but is not licensed or registered as above. 


The Program must perform a cost evaluation. 


If Owner contests the estimate, s/he may submit valid bills for materials, while 


labor costs will be estimated by the Program using industry standards. The owner’s 


labor cost will be estimated using the standard pay rate of skilled labor. 


If the original evaluation was inaccurate, the Program may correct the evaluation or 


order a re- evaluation, as per Home Evaluations protocol. 


If the evaluation protocol itself constrains the ECR cost rollup, the Program will 


accept the owner-provided documentation of value, up to 120% of the RH estimate. 


(4)  Combination of Above 


If the owner used a combination of (1), (2), and (3) above, the Program must 


perform a cost evaluation. The property owner may also submit some 


documentation for work completed, which will require a mix of the verification 


procedures above. 


(5)  Cost Estimate 


The owner may also simply choose to have the Subrecipient order an evaluation 


without submitting any of the above documentation. 


3.2 Uniform Relocation Act 


 
Prior to receiving a payment, property owners may be required to complete repairs or 


reconstruction of their rental property. The Uniform Relocation Assistance and Real 


Property Acquisition Policies Act of 1970 provides important protections and assistance for 


people affected by the acquisition, rehabilitation, or demolition of real property for Federal 


or federally funded projects. This law was enacted by Congress to ensure that people 


whose real property is acquired or move as a direct result of projects receiving Federal 


funds, are treated fairly and equitably and receive assistance in moving from the property 


they occupy. 


Each applicant must provide information on current occupants of their property on their 


application.  In addition, properties which have been occupied since June 9, 2019 by any 
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person besides an owner(s) of the property should be required to provide a General 


Information Notice to each head of household. The Notice details preliminary information 


pertaining to the property owner’s application for assistance, the potential for either 


temporary or permanent displacement, and contact information for the Program. Each 


property owner is responsible to maintain documentation that the tenant received the 


General Information Notice. This is either a copy of the Certified Mail, Return Receipt 


Requested Card with the tenant’s signature or a copy of Acknowledgment of Receipt of 


General Information Notice if the Notice was hand-delivered to the tenant. 


An Individual Relocation Plan must be written for each project. The plan must describe the 


nature of the temporary or permanent displacement and establish the assistance to be 


provided. 


3.2.1 Temporary Relocation 


A household or an individual that is moved temporarily from any unit on a property due to 


the award under the Multi-Family program but is offered the right to return to the property 


(although not necessarily the same unit on the property) is considered temporarily 


relocated. The Subrecipient will issue a Notice of Non-displacement, a Notice of 


Temporary Relocation, and a Move Notice once alternative housing has been secured and 


at least 10 days prior to the scheduled move. 


All property owners with tenants being temporarily relocated by the Multi-Family program 


are required to enter into a lease agreement with the tenants prior to relocation and 


document the income of the tenant. The lease must state the tenants will be allowed to re-


occupy a unit on the property. The Multi-Family program will not grant an award to the 


owner until the relocated tenant returns to the rental unit. 


If the tenant is refused re-occupancy by the owner, the tenant is considered permanently 


displaced. If the State determines that a permanent displacement is the result of a property 


owner’s actions, the owner may be liable for all or a portion of these costs, which will be 


deducted from the subrecipient’s award and/or be returned to the State. 


Tenants that are temporarily relocated may be offered the following types of assistance: 


Packing and Moving Assistance:  It is the obligation of the Program to ensure that all 


households have their belongings and household goods moved, at no cost to them, by 


either providing packing boxes and tape, or professional moving services.  If professional 


moving services are used, the tenant will be provided direct payment or reimbursement for 


the costs of the moving assistance. 


Incidental Costs: Incidental costs include utility deposits for water, sewer, gas, and 


electricity, if required, at the temporary housing, and telephone installation at the 


temporary housing and the newly rehabilitated unit on the property if the household 


previously had a telephone. If the newly rehabilitated unit has resident-purchased rather 


than landlord furnished utilities, which require utility deposits, the Program will not pay for 


the new utility deposits since they are required to be paid by any new resident moving into 
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a unit. 


For households that are temporarily relocated, the Program will provide direct payment or 


reimbursement for all disconnection/reconnection of necessary utilities and other incidental 


expenses. For households that are temporarily relocated, the tenant will be provided direct 


payment or reimbursement after the tenant provides documentation of utility and/or 


incidental costs. 


Temporary Housing: The State will ensure that temporary housing provided to families or 


individuals is decent, safe, and sanitary and is provided on a nondiscriminatory basis. 


Temporary housing shall not be used for longer than one year. If a relocated tenant is 


unable to return to the property within a one year period, the tenant is considered 


permanently displaced. If the State determines that a permanent displacement is the result 


of a property owner’s actions, the owner may be liable for all or a portion of these costs, 


which will be deducted from their final incentive award. 


For households that are temporarily relocated, the Program will provide direct payment or 


reimbursement for the cost of temporary housing for up to one year. 


3.2.2 Involuntary Permanent Move Assistance 


 
A household or an individual that is permanently and involuntarily moved from a project 


due to the award under the Multi-Family program and is not offered the right to return to a 


unit on the property, is considered displaced. 


The Program will not require any household or individual to move unless at least one 


(where possible, three or more) comparable replacement dwelling unit(s), as defined in 49 


CFR 24.2(d), is/are made available. No household will be required to move prior to the 


provision of a 90 day notice, and when appropriate if longer, 30 day notice closer to the 


actual move date, as required. (Refer to 49 CFR 24.204).  Each affected household will 


receive a 90 or 30 Day Move Notice. 


Tenants that are permanently displaced may be offered the following types of assistance: 


Permanent and Involuntary Move Assistance: The Program will provide payment for 


moving and related expenses to each affected household.  The displaced household has the 


choice of taking a fixed payment, incurring the cost of a commercial mover, or 


reimbursement of actual expenses. 


If the household wishes to be reimbursed for actual and reasonable moving and incidental 


costs, these may include: 


• Transportation of the displaced household and personal property up to 50 miles, 


including the current mileage rate for personally owned vehicles. 


• Packing, crating, unpacking, and uncrating of personal property 


• Storage of personal property for a period not to exceed 12 months. 


• Disconnecting, dismantling, removing, reassembling, and reinstalling relocated 
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household appliances and other personal property. 


• Insurance for the replacement value of property in connection with the move and 


necessary storage. 


• The replacement value of property lost, stolen, or damaged in the process of 


moving (through no fault or negligence of the household) where insurance 


covering such loss, theft or damages is not reasonably available. 


• Credit checks 


• Professional home inspection 


• Utility hook ups, including reinstallation of telephone and cable service. 


• Other costs determined reasonable by the State 


If the household chooses to be paid directly, they will be eligible to receive the applicable 


and current fixed moving expense and dislocation allowance required at 49 CFR 24.302. 


This schedule is based on the number of rooms of furniture to be moved, and has been 


established by the Department of Transportation, Federal Highway Administration. In the 


event the household does not own furniture, the fixed payment will be $375 for one room, 


and $60 for each additional non-furnished room will be provided. 


1-room Unit $500 2-room Unit $700 3-room Unit $900 


4-room Unit $1,100 5-room Unit $1,300 6-room Unit $1,500 


7-room Unit $1,100 8-room Unit $1,300 Each Additional room $200 


 
Replacement Housing Payment: In addition to moving assistance, households that are 


permanently and involuntarily displaced are entitled to a Replacement Housing Payment 


(RHP). This payment is intended to cover any increase in monthly housing costs for a 42-


month period. When calculating the RHP, the Program will use the rent from the 


Comparable Replacement Housing unit offered to the household as the basis for 


establishing the upper limit of assistance when determining the difference in increased 


monthly housing cost.  Since assistance will be based on this formula, an affected 


household may choose to occupy a housing unit renting higher than the comparable 


replacement unit provided and may not be compensated dollar for dollar in actual increased 


housing cost. 


Special Considerations Regarding Permanent Relocation Costs: 


At any point prior to final disbursement, if a tenant qualifies for relocation assistance, and a 


move-in notice was not signed by the tenant prior to the move-in, the Multi-Family 


Program will deduct the relocation costs from the owner’s incentive award and allow the 


owner to continue with the application for all restricted units included on the application. 


3.2.3   Relocation Appeals and Complaints 


Tenants may consult with a Relocation Specialist to resolve their complaint within 10 


business days. If resolved, the Subrecipient sends resolution determination in writing to 


tenant via first-class mail, or if unable to reach resolution with the Tenant, advises Tenant 


in writing, by first-class mail, of the right to appeal and provides a copy of the Description 
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of Tenant Appeals Process. 


Tenants may appeal a decision related to: 


Qualify for benefits as a displaced person, or will qualify upon moving, and the Program 


has determined they do not meet the requirements as a “displaced person.” 


• Are entitled to a greater amount of relocation payments than Program has 


approved.  However, the person’s acceptance of the approved amount does not 


prohibit the appeal from going forward. 


• Did not receive appropriate referrals to suitable temporary or comparable 


permanent replacement units or The Program did not inspect either the temporary 


or permanent replacement unit in a timely manner. 


• Are being unjustly denied a claim for relocation benefits because they failed to 


secure decent, safe, and sanitary housing within one year or file a claim within 18 


months after being permanently displaced. 


A tenant may file an appeal to HUD, which will arrange for prompt hearing by staff and 


make a written determination with an explanation of the basis for the determination.  


4.0 CLOSING REQUIRMENTS 


4.1 Final Inspection 


Upon completion of repairs to the affordable units, the Multi-Family program must 


conduct a final inspection to ensure that the affordable units meet the program 


requirements in the units. 


Property owners that do not pass the final inspection, are given a period of time to bring 


the units into compliance. At the end of the allotted period or when the owner notifies the 


program that the necessary adjustments have been made, the Multi-Family program will 


conduct a second final inspection. If the property owner does not pass the second 


inspection, the property owner may make the necessary repairs and a third inspection will 


be granted. For any subsequent inspection after three final inspections, the inspection fees 


may be required to be returned to the subrecipient. 


All owners must continue to provide a unit that meets the applicable code requirements and 


pass all maintenance requirements in order to receive their award. 


4.2 Affordable Rent Levels 


All rental units must be rented to a low- to moderate- income individual or family. Rent 


levels were calculated to be affordable to households at 80, 65, and 50 percent of area 


median income (AMI). Restricted rents in the program will be adjusted upward annually 


with the publication of new AMI tables by the Federal government.  


The amount of rent charged to the tenant cannot exceed the amount established by the 


Rental program for that rent tier. Rents charged to the tenant may be calculated in one of 
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two ways: 


4.2.1 Utility Allowances 


If the property owner pays all the utilities for the rental unit, the property owner may 


charge the tenant the fair-market value rent listed for the applicable county and bedroom 


size of the apartment on HUDs website: 


https://www.huduser.gov/portal/datasets/fmr/fmrs/FY2021_code/select_Geography.odn 


If the tenant is required to pay utilities for the unit, the property owner must deduct a utility 


allowance from the FMV rent. Acceptable utility allowances include Section 8 utility 


allowances published by local or state Housing Authorities, amounts certified by utility 


companies providing service to the unit, or an allowance developed by the subrecipient. An 


example utility allowance chart developed by the program is shown below: 


 


Program Utility Allowance Chart 


 0 BR 1 BR 2 BR 3 BR 4 BR 


Jurisdiction A $50 $75 $85 $100 $125 


Jurisdiction B $50 $50 $60 $70 $80 
 


4.3 Tenant Selection 


Property owners will screen and select their own tenants. Tenant selection must comply 


with the requirements of the Fair Housing Act (42 U.S.C. 3601-3620), which prohibits 


discrimination based on race, color, religion, sex, national origin, familial status, and 


disability.  


4.3.1 Tenant Race and Ethnicity Reporting 


In accordance with the U.S. Department of Housing and Urban Development’s criteria for 


race and ethnicity reporting, the Multi-Family program will provide a Tenant Race and 


Ethnicity Reporting form to all active applicants to the Multi-Family program. The 


applicant will be required to provide the form to all existing and new tenants for the 


assisted rental units throughout the term of the loan. 


Tenant Race and Ethnicity forms that are returned to the program will be documented in 


the applicant’s file. Any Tenant Race and Ethnicity forms that are not returned to the 


program, are returned with no selected race and/or ethnicity, and/or, are returned with a 


checkbox for the “I choose not to provide this information” will be documented as a no 


response to the Race and Ethnicity categories. 


4.4 Bankruptcy, Liens and Judgments 


Bankruptcy: Any property included in an open bankruptcy will not receive a loan and will 


not be processed further once identified. The program will de-obligate the award amount 


from the property. 


Liens and Judgments: Applicants with outstanding liens and judgments must clear the liens 
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and judgments in order to receive an award. First and second mortgages, however, are 


acceptable outstanding liens that will not prohibit a property owner from receiving an 


award. 


4.5 Insurance Requirements 


The borrower must agree to maintain casualty insurance and flood insurance, if property is 


located within a FEMA designated Special Flood Hazard area.  The subrecipient will 


collect proof of flood insurance if applicable. 
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Subpart D—Post Federal Award 
Requirements 


STANDARDS FOR FINANCIAL AND 
PROGRAM MANAGEMENT 


§ 200.300 Statutory and national policy 
requirements. 


(a) The Federal awarding agency 
must manage and administer the Fed-
eral award in a manner so as to ensure 
that Federal funding is expended and 
associated programs are implemented 
in full accordance with U.S. statutory 
and public policy requirements: includ-
ing, but not limited to, those pro-
tecting public welfare, the environ-
ment, and prohibiting discrimination. 
The Federal awarding agency must 
communicate to the non-Federal enti-
ty all relevant public policy require-
ments, including those in general ap-
propriations provisions, and incor-
porate them either directly or by ref-
erence in the terms and conditions of 
the Federal award. 


(b) The non-Federal entity is respon-
sible for complying with all require-
ments of the Federal award. For all 
Federal awards, this includes the provi-
sions of FFATA, which includes re-
quirements on executive compensation, 
and also requirements implementing 
the Act for the non-Federal entity at 2 
CFR part 25 Financial Assistance Use 
of Universal Identifier and System for 
Award Management and 2 CFR part 170 
Reporting Subaward and Executive 
Compensation Information. See also 
statutory requirements for whistle-
blower protections at 10 U.S.C. 2409, 41 
U.S.C. 4712, and 10 U.S.C. 2324, 41 U.S.C. 
4304 and 4310. 


[78 FR 78608, Dec. 26, 2013, as amended at 80 
FR 43309, July 22, 2015] 


§ 200.301 Performance measurement. 
The Federal awarding agency must 


require the recipient to use OMB-ap-
proved standard information collec-
tions when providing financial and per-
formance information. As appropriate 
and in accordance with above men-
tioned information collections, the 
Federal awarding agency must require 
the recipient to relate financial data to 
performance accomplishments of the 
Federal award. Also, in accordance 
with above mentioned standard infor-


mation collections, and when applica-
ble, recipients must also provide cost 
information to demonstrate cost effec-
tive practices (e.g., through unit cost 
data). The recipient’s performance 
should be measured in a way that will 
help the Federal awarding agency and 
other non-Federal entities to improve 
program outcomes, share lessons 
learned, and spread the adoption of 
promising practices. The Federal 
awarding agency should provide recipi-
ents with clear performance goals, in-
dicators, and milestones as described in 
§ 200.210 Information contained in a 
Federal award. Performance reporting 
frequency and content should be estab-
lished to not only allow the Federal 
awarding agency to understand the re-
cipient progress but also to facilitate 
identification of promising practices 
among recipients and build the evi-
dence upon which the Federal awarding 
agency’s program and performance de-
cisions are made. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75883, Dec. 19, 2014] 


§ 200.302 Financial management. 
(a) Each state must expend and ac-


count for the Federal award in accord-
ance with state laws and procedures for 
expending and accounting for the 
state’s own funds. In addition, the 
state’s and the other non-Federal enti-
ty’s financial management systems, in-
cluding records documenting compli-
ance with Federal statutes, regula-
tions, and the terms and conditions of 
the Federal award, must be sufficient 
to permit the preparation of reports re-
quired by general and program-specific 
terms and conditions; and the tracing 
of funds to a level of expenditures ade-
quate to establish that such funds have 
been used according to the Federal 
statutes, regulations, and the terms 
and conditions of the Federal award. 
See also § 200.450 Lobbying. 


(b) The financial management sys-
tem of each non-Federal entity must 
provide for the following (see also 
§§ 200.333 Retention requirements for 
records, 200.334 Requests for transfer of 
records, 200.335 Methods for collection, 
transmission and storage of informa-
tion, 200.336 Access to records, and 
200.337 Restrictions on public access to 
records): 
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(1) Identification, in its accounts, of 
all Federal awards received and ex-
pended and the Federal programs under 
which they were received. Federal pro-
gram and Federal award identification 
must include, as applicable, the CFDA 
title and number, Federal award identi-
fication number and year, name of the 
Federal agency, and name of the pass- 
through entity, if any. 


(2) Accurate, current, and complete 
disclosure of the financial results of 
each Federal award or program in ac-
cordance with the reporting require-
ments set forth in §§ 200.327 Financial 
reporting and 200.328 Monitoring and 
reporting program performance. If a 
Federal awarding agency requires re-
porting on an accrual basis from a re-
cipient that maintains its records on 
other than an accrual basis, the recipi-
ent must not be required to establish 
an accrual accounting system. This re-
cipient may develop accrual data for 
its reports on the basis of an analysis 
of the documentation on hand. Simi-
larly, a pass-through entity must not 
require a subrecipient to establish an 
accrual accounting system and must 
allow the subrecipient to develop ac-
crual data for its reports on the basis 
of an analysis of the documentation on 
hand. 


(3) Records that identify adequately 
the source and application of funds for 
federally-funded activities. These 
records must contain information per-
taining to Federal awards, authoriza-
tions, obligations, unobligated bal-
ances, assets, expenditures, income and 
interest and be supported by source 
documentation. 


(4) Effective control over, and ac-
countability for, all funds, property, 
and other assets. The non-Federal enti-
ty must adequately safeguard all assets 
and assure that they are used solely for 
authorized purposes. See § 200.303 Inter-
nal controls. 


(5) Comparison of expenditures with 
budget amounts for each Federal 
award. 


(6) Written procedures to implement 
the requirements of § 200.305 Payment. 


(7) Written procedures for deter-
mining the allowability of costs in ac-
cordance with Subpart E—Cost Prin-
ciples of this part and the terms and 
conditions of the Federal award. 


§ 200.303 Internal controls. 
The non-Federal entity must: 
(a) Establish and maintain effective 


internal control over the Federal 
award that provides reasonable assur-
ance that the non-Federal entity is 
managing the Federal award in compli-
ance with Federal statutes, regula-
tions, and the terms and conditions of 
the Federal award. These internal con-
trols should be in compliance with 
guidance in ‘‘Standards for Internal 
Control in the Federal Government’’ 
issued by the Comptroller General of 
the United States or the ‘‘Internal Con-
trol Integrated Framework’’, issued by 
the Committee of Sponsoring Organiza-
tions of the Treadway Commission 
(COSO). 


(b) Comply with Federal statutes, 
regulations, and the terms and condi-
tions of the Federal awards. 


(c) Evaluate and monitor the non- 
Federal entity’s compliance with stat-
utes, regulations and the terms and 
conditions of Federal awards. 


(d) Take prompt action when in-
stances of noncompliance are identified 
including noncompliance identified in 
audit findings. 


(e) Take reasonable measures to safe-
guard protected personally identifiable 
information and other information the 
Federal awarding agency or pass- 
through entity designates as sensitive 
or the non-Federal entity considers 
sensitive consistent with applicable 
Federal, state, local, and tribal laws re-
garding privacy and obligations of con-
fidentiality. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75883, Dec. 19, 2014] 


§ 200.304 Bonds. 
The Federal awarding agency may in-


clude a provision on bonding, insur-
ance, or both in the following cir-
cumstances: 


(a) Where the Federal Government 
guarantees or insures the repayment of 
money borrowed by the recipient, the 
Federal awarding agency, at its discre-
tion, may require adequate bonding 
and insurance if the bonding and insur-
ance requirements of the non-Federal 
entity are not deemed adequate to pro-
tect the interest of the Federal Govern-
ment. 
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(b) The Federal awarding agency may 
require adequate fidelity bond coverage 
where the non-Federal entity lacks suf-
ficient coverage to protect the Federal 
Government’s interest. 


(c) Where bonds are required in the 
situations described above, the bonds 
must be obtained from companies hold-
ing certificates of authority as accept-
able sureties, as prescribed in 31 CFR 
Part 223, ‘‘Surety Companies Doing 
Business with the United States.’’ 


§ 200.305 Payment. 
(a) For states, payments are gov-


erned by Treasury-State CMIA agree-
ments and default procedures codified 
at 31 CFR Part 205 ‘‘Rules and Proce-
dures for Efficient Federal-State Funds 
Transfers’’ and TFM 4A–2000 Overall 
Disbursing Rules for All Federal Agen-
cies. 


(b) For non-Federal entities other 
than states, payments methods must 
minimize the time elapsing between 
the transfer of funds from the United 
States Treasury or the pass-through 
entity and the disbursement by the 
non-Federal entity whether the pay-
ment is made by electronic funds 
transfer, or issuance or redemption of 
checks, warrants, or payment by other 
means. See also § 200.302 Financial 
management paragraph (b)(6). Except 
as noted elsewhere in this part, Federal 
agencies must require recipients to use 
only OMB-approved standard govern-
mentwide information collection re-
quests to request payment. 


(1) The non-Federal entity must be 
paid in advance, provided it maintains 
or demonstrates the willingness to 
maintain both written procedures that 
minimize the time elapsing between 
the transfer of funds and disbursement 
by the non-Federal entity, and finan-
cial management systems that meet 
the standards for fund control and ac-
countability as established in this part. 
Advance payments to a non-Federal en-
tity must be limited to the minimum 
amounts needed and be timed to be in 
accordance with the actual, immediate 
cash requirements of the non-Federal 
entity in carrying out the purpose of 
the approved program or project. The 
timing and amount of advance pay-
ments must be as close as is adminis-
tratively feasible to the actual dis-


bursements by the non-Federal entity 
for direct program or project costs and 
the proportionate share of any allow-
able indirect costs. The non-Federal 
entity must make timely payment to 
contractors in accordance with the 
contract provisions. 


(2) Whenever possible, advance pay-
ments must be consolidated to cover 
anticipated cash needs for all Federal 
awards made by the Federal awarding 
agency to the recipient. 


(i) Advance payment mechanisms in-
clude, but are not limited to, Treasury 
check and electronic funds transfer and 
must comply with applicable guidance 
in 31 CFR part 208. 


(ii) Non-Federal entities must be au-
thorized to submit requests for advance 
payments and reimbursements at least 
monthly when electronic fund transfers 
are not used, and as often as they like 
when electronic transfers are used, in 
accordance with the provisions of the 
Electronic Fund Transfer Act (15 
U.S.C. 1693–1693r). 


(3) Reimbursement is the preferred 
method when the requirements in para-
graph (b) cannot be met, when the Fed-
eral awarding agency sets a specific 
condition per § 200.207 Specific condi-
tions, or when the non-Federal entity 
requests payment by reimbursement. 
This method may be used on any Fed-
eral award for construction, or if the 
major portion of the construction 
project is accomplished through pri-
vate market financing or Federal 
loans, and the Federal award con-
stitutes a minor portion of the project. 
When the reimbursement method is 
used, the Federal awarding agency or 
pass-through entity must make pay-
ment within 30 calendar days after re-
ceipt of the billing, unless the Federal 
awarding agency or pass-through enti-
ty reasonably believes the request to 
be improper. 


(4) If the non-Federal entity cannot 
meet the criteria for advance payments 
and the Federal awarding agency or 
pass-through entity has determined 
that reimbursement is not feasible be-
cause the non-Federal entity lacks suf-
ficient working capital, the Federal 
awarding agency or pass-through enti-
ty may provide cash on a working cap-
ital advance basis. Under this proce-
dure, the Federal awarding agency or 
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pass-through entity must advance cash 
payments to the non-Federal entity to 
cover its estimated disbursement needs 
for an initial period generally geared 
to the non-Federal entity’s disbursing 
cycle. Thereafter, the Federal award-
ing agency or pass-through entity must 
reimburse the non-Federal entity for 
its actual cash disbursements. Use of 
the working capital advance method of 
payment requires that the pass- 
through entity provide timely advance 
payments to any subrecipients in order 
to meet the subrecipient’s actual cash 
disbursements. The working capital ad-
vance method of payment must not be 
used by the pass-through entity if the 
reason for using this method is the un-
willingness or inability of the pass- 
through entity to provide timely ad-
vance payments to the subrecipient to 
meet the subrecipient’s actual cash dis-
bursements. 


(5) Use of resources before requesting 
cash advance payments. To the extent 
available, the non-Federal entity must 
disburse funds available from program 
income (including repayments to a re-
volving fund), rebates, refunds, con-
tract settlements, audit recoveries, and 
interest earned on such funds before re-
questing additional cash payments. 


(6) Unless otherwise required by Fed-
eral statutes, payments for allowable 
costs by non-Federal entities must not 
be withheld at any time during the pe-
riod of performance unless the condi-
tions of §§ 200.207 Specific conditions, 
Subpart D—Post Federal Award Re-
quirements of this part, 200.338 Rem-
edies for Noncompliance, or one or 
more of the following applies: 


(i) The non-Federal entity has failed 
to comply with the project objectives, 
Federal statutes, regulations, or the 
terms and conditions of the Federal 
award. 


(ii) The non-Federal entity is delin-
quent in a debt to the United States as 
defined in OMB Guidance A–129, ‘‘Poli-
cies for Federal Credit Programs and 
Non-Tax Receivables.’’ Under such con-
ditions, the Federal awarding agency 
or pass-through entity may, upon rea-
sonable notice, inform the non-Federal 
entity that payments must not be 
made for obligations incurred after a 
specified date until the conditions are 


corrected or the indebtedness to the 
Federal Government is liquidated. 


(iii) A payment withheld for failure 
to comply with Federal award condi-
tions, but without suspension of the 
Federal award, must be released to the 
non-Federal entity upon subsequent 
compliance. When a Federal award is 
suspended, payment adjustments will 
be made in accordance with § 200.342 Ef-
fects of suspension and termination. 


(iv) A payment must not be made to 
a non-Federal entity for amounts that 
are withheld by the non-Federal entity 
from payment to contractors to assure 
satisfactory completion of work. A 
payment must be made when the non- 
Federal entity actually disburses the 
withheld funds to the contractors or to 
escrow accounts established to assure 
satisfactory completion of work. 


(7) Standards governing the use of 
banks and other institutions as deposi-
tories of advance payments under Fed-
eral awards are as follows. 


(i) The Federal awarding agency and 
pass-through entity must not require 
separate depository accounts for funds 
provided to a non-Federal entity or es-
tablish any eligibility requirements for 
depositories for funds provided to the 
non-Federal entity. However, the non- 
Federal entity must be able to account 
for the receipt, obligation and expendi-
ture of funds. 


(ii) Advance payments of Federal 
funds must be deposited and main-
tained in insured accounts whenever 
possible. 


(8) The non-Federal entity must 
maintain advance payments of Federal 
awards in interest-bearing accounts, 
unless the following apply. 


(i) The non-Federal entity receives 
less than $120,000 in Federal awards per 
year. 


(ii) The best reasonably available in-
terest-bearing account would not be ex-
pected to earn interest in excess of $500 
per year on Federal cash balances. 


(iii) The depository would require an 
average or minimum balance so high 
that it would not be feasible within the 
expected Federal and non-Federal cash 
resources. 


(iv) A foreign government or banking 
system prohibits or precludes interest 
bearing accounts. 
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(9) Interest earned amounts up to $500 
per year may be retained by the non- 
Federal entity for administrative ex-
pense. Any additional interest earned 
on Federal advance payments deposited 
in interest-bearing accounts must be 
remitted annually to the Department 
of Health and Human Services Pay-
ment Management System (PMS) 
through an electronic medium using ei-
ther Automated Clearing House (ACH) 
network or a Fedwire Funds Service 
payment. Remittances must include 
pertinent information of the payee and 
nature of payment in the memo area 
(often referred to as ‘‘addenda records’’ 
by Financial Institutions) as that will 
assist in the timely posting of interest 
earned on federal funds. Pertinent de-
tails include the Payee Account Num-
ber (PAN) if the payment originated 
from PMS, or Agency information if 
the payment originated from ASAP, 
NSF or another federal agency pay-
ment system. The remittance must be 
submitted as follows: 


(i) For ACH Returns: 


Routing Number: 051036706 
Account number: 303000 
Bank Name and Location: Credit Gateway— 


ACH Receiver St. Paul, MN 


(ii) For Fedwire Returns*: 


Routing Number: 021030004 
Account number: 75010501 
Bank Name and Location: Federal Reserve 


Bank Treas NYC/Funds Transfer Division 
New York, NY 


(* Please note organization initiating pay-
ment is likely to incur a charge from your 
Financial Institution for this type of pay-
ment) 


(iii) For International ACH Returns: 


Beneficiary Account: Federal Reserve Bank 
of New York/ITS (FRBNY/ITS) 


Bank: Citibank N.A. (New York) 
Swift Code: CITIUS33 
Account Number: 36838868 
Bank Address: 388 Greenwich Street, New 


York, NY 10013 USA 
Payment Details (Line 70): Agency 
Name (abbreviated when possible) and ALC 


Agency POC: Michelle Haney, (301) 492–5065 


(iv) For recipients that do not have 
electronic remittance capability, 
please make check** payable to: ‘‘The 
Department of Health and Human 
Services.’’ 


Mail Check to Treasury approved lockbox: 


HHS Program Support Center, P.O. Box 
530231, Atlanta, GA 30353–0231 


(** Please allow 4–6 weeks for processing of a 
payment by check to be applied to the appro-
priate PMS account) 


(v) Any additional information/in-
structions may be found on the PMS 
Web site at http://www.dpm.psc.gov/. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75883, Dec. 19, 2014; 80 FR 54408, Sept. 10, 
2015] 


§ 200.306 Cost sharing or matching. 


(a) Under Federal research proposals, 
voluntary committed cost sharing is 
not expected. It cannot be used as a 
factor during the merit review of appli-
cations or proposals, but may be con-
sidered if it is both in accordance with 
Federal awarding agency regulations 
and specified in a notice of funding op-
portunity. Criteria for considering vol-
untary committed cost sharing and 
any other program policy factors that 
may be used to determine who may re-
ceive a Federal award must be explic-
itly described in the notice of funding 
opportunity. See also §§ 200.414 Indirect 
(F&A) costs, 200.203 Notices of funding 
opportunities, and Appendix I to Part 
200—Full Text of Notice of Funding Op-
portunity. 


(b) For all Federal awards, any 
shared costs or matching funds and all 
contributions, including cash and third 
party in-kind contributions, must be 
accepted as part of the non-Federal en-
tity’s cost sharing or matching when 
such contributions meet all of the fol-
lowing criteria: 


(1) Are verifiable from the non-Fed-
eral entity’s records; 


(2) Are not included as contributions 
for any other Federal award; 


(3) Are necessary and reasonable for 
accomplishment of project or program 
objectives; 


(4) Are allowable under Subpart E— 
Cost Principles of this part; 


(5) Are not paid by the Federal Gov-
ernment under another Federal award, 
except where the Federal statute au-
thorizing a program specifically pro-
vides that Federal funds made avail-
able for such program can be applied to 
matching or cost sharing requirements 
of other Federal programs; 
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(6) Are provided for in the approved 
budget when required by the Federal 
awarding agency; and 


(7) Conform to other provisions of 
this part, as applicable. 


(c) Unrecovered indirect costs, in-
cluding indirect costs on cost sharing 
or matching may be included as part of 
cost sharing or matching only with the 
prior approval of the Federal awarding 
agency. Unrecovered indirect cost 
means the difference between the 
amount charged to the Federal award 
and the amount which could have been 
charged to the Federal award under the 
non-Federal entity’s approved nego-
tiated indirect cost rate. 


(d) Values for non-Federal entity 
contributions of services and property 
must be established in accordance with 
the cost principles in Subpart E—Cost 
Principles. If a Federal awarding agen-
cy authorizes the non-Federal entity to 
donate buildings or land for construc-
tion/facilities acquisition projects or 
long-term use, the value of the donated 
property for cost sharing or matching 
must be the lesser of paragraphs (d)(1) 
or (2) of this section. 


(1) The value of the remaining life of 
the property recorded in the non-Fed-
eral entity’s accounting records at the 
time of donation. 


(2) The current fair market value. 
However, when there is sufficient jus-
tification, the Federal awarding agen-
cy may approve the use of the current 
fair market value of the donated prop-
erty, even if it exceeds the value de-
scribed in (1) above at the time of dona-
tion. 


(e) Volunteer services furnished by 
third-party professional and technical 
personnel, consultants, and other 
skilled and unskilled labor may be 
counted as cost sharing or matching if 
the service is an integral and necessary 
part of an approved project or program. 
Rates for third-party volunteer serv-
ices must be consistent with those paid 
for similar work by the non-Federal en-
tity. In those instances in which the 
required skills are not found in the 
non-Federal entity, rates must be con-
sistent with those paid for similar 
work in the labor market in which the 
non-Federal entity competes for the 
kind of services involved. In either 
case, paid fringe benefits that are rea-


sonable, necessary, allocable, and oth-
erwise allowable may be included in 
the valuation. 


(f) When a third-party organization 
furnishes the services of an employee, 
these services must be valued at the 
employee’s regular rate of pay plus an 
amount of fringe benefits that is rea-
sonable, necessary, allocable, and oth-
erwise allowable, and indirect costs at 
either the third-party organization’s 
approved federally negotiated indirect 
cost rate or, a rate in accordance with 
§ 200.414 Indirect (F&A) costs, para-
graph (d), provided these services em-
ploy the same skill(s) for which the 
employee is normally paid. Where do-
nated services are treated as indirect 
costs, indirect cost rates will separate 
the value of the donated services so 
that reimbursement for the donated 
services will not be made. 


(g) Donated property from third par-
ties may include such items as equip-
ment, office supplies, laboratory sup-
plies, or workshop and classroom sup-
plies. Value assessed to donated prop-
erty included in the cost sharing or 
matching share must not exceed the 
fair market value of the property at 
the time of the donation. 


(h) The method used for determining 
cost sharing or matching for third- 
party-donated equipment, buildings 
and land for which title passes to the 
non-Federal entity may differ accord-
ing to the purpose of the Federal 
award, if paragraph (h)(1) or (2) of this 
section applies. 


(1) If the purpose of the Federal 
award is to assist the non-Federal enti-
ty in the acquisition of equipment, 
buildings or land, the aggregate value 
of the donated property may be 
claimed as cost sharing or matching. 


(2) If the purpose of the Federal 
award is to support activities that re-
quire the use of equipment, buildings 
or land, normally only depreciation 
charges for equipment and buildings 
may be made. However, the fair market 
value of equipment or other capital as-
sets and fair rental charges for land 
may be allowed, provided that the Fed-
eral awarding agency has approved the 
charges. See also § 200.420 Consider-
ations for selected items of cost. 


(i) The value of donated property 
must be determined in accordance with 
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the usual accounting policies of the 
non-Federal entity, with the following 
qualifications: 


(1) The value of donated land and 
buildings must not exceed its fair mar-
ket value at the time of donation to 
the non-Federal entity as established 
by an independent appraiser (e.g., cer-
tified real property appraiser or Gen-
eral Services Administration rep-
resentative) and certified by a respon-
sible official of the non-Federal entity 
as required by the Uniform Relocation 
Assistance and Real Property Acquisi-
tion Policies Act of 1970, as amended, 
(42 U.S.C. 4601–4655) (Uniform Act) ex-
cept as provided in the implementing 
regulations at 49 CFR part 24. 


(2) The value of donated equipment 
must not exceed the fair market value 
of equipment of the same age and con-
dition at the time of donation. 


(3) The value of donated space must 
not exceed the fair rental value of com-
parable space as established by an inde-
pendent appraisal of comparable space 
and facilities in a privately-owned 
building in the same locality. 


(4) The value of loaned equipment 
must not exceed its fair rental value. 


(j) For third-party in-kind contribu-
tions, the fair market value of goods 
and services must be documented and 
to the extent feasible supported by the 
same methods used internally by the 
non-Federal entity. 


(k) For IHEs, see also OMB memo-
randum M–01–06, dated January 5, 2001, 
Clarification of OMB A–21 Treatment 
of Voluntary Uncommitted Cost Shar-
ing and Tuition Remission Costs. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75883, Dec. 19, 2014] 


§ 200.307 Program income. 
(a) General. Non-Federal entities are 


encouraged to earn income to defray 
program costs where appropriate. 


(b) Cost of generating program income. 
If authorized by Federal regulations or 
the Federal award, costs incidental to 
the generation of program income may 
be deducted from gross income to de-
termine program income, provided 
these costs have not been charged to 
the Federal award. 


(c) Governmental revenues. Taxes, spe-
cial assessments, levies, fines, and 
other such revenues raised by a non- 


Federal entity are not program income 
unless the revenues are specifically 
identified in the Federal award or Fed-
eral awarding agency regulations as 
program income. 


(d) Property. Proceeds from the sale 
of real property, equipment, or supplies 
are not program income; such proceeds 
will be handled in accordance with the 
requirements of Subpart D—Post Fed-
eral Award Requirements of this part, 
Property Standards §§ 200.311 Real prop-
erty, 200.313 Equipment, and 200.314 
Supplies, or as specifically identified in 
Federal statutes, regulations, or the 
terms and conditions of the Federal 
award. 


(e) Use of program income. If the Fed-
eral awarding agency does not specify 
in its regulations or the terms and con-
ditions of the Federal award, or give 
prior approval for how program income 
is to be used, paragraph (e)(1) of this 
section must apply. For Federal awards 
made to IHEs and nonprofit research 
institutions, if the Federal awarding 
agency does not specify in its regula-
tions or the terms and conditions of 
the Federal award how program income 
is to be used, paragraph (e)(2) of this 
section must apply. In specifying alter-
natives to paragraphs (e)(1) and (2) of 
this section, the Federal awarding 
agency may distinguish between in-
come earned by the recipient and in-
come earned by subrecipients and be-
tween the sources, kinds, or amounts 
of income. When the Federal awarding 
agency authorizes the approaches in 
paragraphs (e)(2) and (3) of this section, 
program income in excess of any 
amounts specified must also be de-
ducted from expenditures. 


(1) Deduction. Ordinarily program in-
come must be deducted from total al-
lowable costs to determine the net al-
lowable costs. Program income must be 
used for current costs unless the Fed-
eral awarding agency authorizes other-
wise. Program income that the non- 
Federal entity did not anticipate at the 
time of the Federal award must be used 
to reduce the Federal award and non- 
Federal entity contributions rather 
than to increase the funds committed 
to the project. 


(2) Addition. With prior approval of 
the Federal awarding agency (except 
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for IHEs and nonprofit research insti-
tutions, as described in paragraph (e) of 
this section) program income may be 
added to the Federal award by the Fed-
eral agency and the non-Federal enti-
ty. The program income must be used 
for the purposes and under the condi-
tions of the Federal award. 


(3) Cost sharing or matching. With 
prior approval of the Federal awarding 
agency, program income may be used 
to meet the cost sharing or matching 
requirement of the Federal award. The 
amount of the Federal award remains 
the same. 


(f) Income after the period of perform-
ance. There are no Federal require-
ments governing the disposition of in-
come earned after the end of the period 
of performance for the Federal award, 
unless the Federal awarding agency 
regulations or the terms and condi-
tions of the Federal award provide oth-
erwise. The Federal awarding agency 
may negotiate agreements with recipi-
ents regarding appropriate uses of in-
come earned after the period of per-
formance as part of the grant closeout 
process. See also § 200.343 Closeout. 


(g) Unless the Federal statute, regu-
lations, or terms and conditions for the 
Federal award provide otherwise, the 
non-Federal entity has no obligation to 
the Federal awarding agency with re-
spect to program income earned from 
license fees and royalties for copy-
righted material, patents, patent appli-
cations, trademarks, and inventions 
made under a Federal award to which 
37 CFR part 401,‘‘Rights to Inventions 
Made by Nonprofit Organizations and 
Small Business Firms Under Govern-
ment Awards, Contracts and Coopera-
tive Agreements’’ is applicable. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75884, Dec. 19, 2014] 


§ 200.308 Revision of budget and pro-
gram plans. 


(a) The approved budget for the Fed-
eral award summarizes the financial 
aspects of the project or program as ap-
proved during the Federal award proc-
ess. It may include either the Federal 
and non-Federal share (see § 200.43 Fed-
eral share) or only the Federal share, 
depending upon Federal awarding agen-
cy requirements. It must be related to 


performance for program evaluation 
purposes whenever appropriate. 


(b) Recipients are required to report 
deviations from budget or project scope 
or objective, and request prior approv-
als from Federal awarding agencies for 
budget and program plan revisions, in 
accordance with this section. 


(c)(1) For non-construction Federal 
awards, recipients must request prior 
approvals from Federal awarding agen-
cies for one or more of the following 
program or budget-related reasons: 


(i) Change in the scope or the objec-
tive of the project or program (even if 
there is no associated budget revision 
requiring prior written approval). 


(ii) Change in a key person specified 
in the application or the Federal 
award. 


(iii) The disengagement from the 
project for more than three months, or 
a 25 percent reduction in time devoted 
to the project, by the approved project 
director or principal investigator. 


(iv) The inclusion, unless waived by 
the Federal awarding agency, of costs 
that require prior approval in accord-
ance with Subpart E—Cost Principles 
of this part or 45 CFR part 75 Appendix 
IX, ‘‘Principles for Determining Costs 
Applicable to Research and Develop-
ment under Awards and Contracts with 
Hospitals,’’ or 48 CFR part 31, ‘‘Con-
tract Cost Principles and Procedures,’’ 
as applicable. 


(v) The transfer of funds budgeted for 
participant support costs as defined in 
§ 200.75 Participant support costs to 
other categories of expense. 


(vi) Unless described in the applica-
tion and funded in the approved Fed-
eral awards, the subawarding, transfer-
ring or contracting out of any work 
under a Federal award, including fixed 
amount subawards as described in 
§ 200.332 Fixed amount subawards. This 
provision does not apply to the acquisi-
tion of supplies, material, equipment 
or general support services. 


(vii) Changes in the approved cost- 
sharing or matching provided by the 
non-Federal entity. 


(viii) The need arises for additional 
Federal funds to complete the project. 
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(2) No other prior approval require-
ments for specific items may be im-
posed unless an exception has been ap-
proved by OMB. See also §§ 200.102 Ex-
ceptions and 200.407 Prior written ap-
proval (prior approval). 


(d) Except for requirements listed in 
paragraph (c)(1) of this section, the 
Federal awarding agency is authorized, 
at its option, to waive prior written ap-
provals required by paragraph (c) this 
section. Such waivers may include au-
thorizing recipients to do any one or 
more of the following: 


(1) Incur project costs 90 calendar 
days before the Federal awarding agen-
cy makes the Federal award. Expenses 
more than 90 calendar days pre-award 
require prior approval of the Federal 
awarding agency. All costs incurred be-
fore the Federal awarding agency 
makes the Federal award are at the re-
cipient’s risk (i.e., the Federal award-
ing agency is under no obligation to re-
imburse such costs if for any reason 
the recipient does not receive a Federal 
award or if the Federal award is less 
than anticipated and inadequate to 
cover such costs). See also § 200.458 Pre- 
award costs. 


(2) Initiate a one-time extension of 
the period of performance by up to 12 
months unless one or more of the con-
ditions outlined in paragraphs (d)(2)(i) 
through (iii) of this section apply. For 
one-time extensions, the recipient 
must notify the Federal awarding 
agency in writing with the supporting 
reasons and revised period of perform-
ance at least 10 calendar days before 
the end of the period of performance 
specified in the Federal award. This 
one-time extension may not be exer-
cised merely for the purpose of using 
unobligated balances. Extensions re-
quire explicit prior Federal awarding 
agency approval when: 


(i) The terms and conditions of the 
Federal award prohibit the extension. 


(ii) The extension requires additional 
Federal funds. 


(iii) The extension involves any 
change in the approved objectives or 
scope of the project. 


(3) Carry forward unobligated bal-
ances to subsequent periods of perform-
ance. 


(4) For Federal awards that support 
research, unless the Federal awarding 


agency provides otherwise in the Fed-
eral award or in the Federal awarding 
agency’s regulations, the prior ap-
proval requirements described in para-
graph (d) are automatically waived 
(i.e., recipients need not obtain such 
prior approvals) unless one of the con-
ditions included in paragraph (d)(2) ap-
plies. 


(e) The Federal awarding agency 
may, at its option, restrict the transfer 
of funds among direct cost categories 
or programs, functions and activities 
for Federal awards in which the Fed-
eral share of the project exceeds the 
Simplified Acquisition Threshold and 
the cumulative amount of such trans-
fers exceeds or is expected to exceed 10 
percent of the total budget as last ap-
proved by the Federal awarding agen-
cy. The Federal awarding agency can-
not permit a transfer that would cause 
any Federal appropriation to be used 
for purposes other than those con-
sistent with the appropriation. 


(f) All other changes to non-construc-
tion budgets, except for the changes de-
scribed in paragraph (c) of this section, 
do not require prior approval (see also 
§ 200.407 Prior written approval (prior 
approval)). 


(g) For construction Federal awards, 
the recipient must request prior writ-
ten approval promptly from the Fed-
eral awarding agency for budget revi-
sions whenever paragraph (g)(1), (2), or 
(3) of this section applies. 


(1) The revision results from changes 
in the scope or the objective of the 
project or program. 


(2) The need arises for additional 
Federal funds to complete the project. 


(3) A revision is desired which in-
volves specific costs for which prior 
written approval requirements may be 
imposed consistent with applicable 
OMB cost principles listed in Subpart 
E—Cost Principles of this part. 


(4) No other prior approval require-
ments for budget revisions may be im-
posed unless an exception has been ap-
proved by OMB. 


(5) When a Federal awarding agency 
makes a Federal award that provides 
support for construction and non-con-
struction work, the Federal awarding 
agency may require the recipient to ob-
tain prior approval from the Federal 
awarding agency before making any 
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fund or budget transfers between the 
two types of work supported. 


(h) When requesting approval for 
budget revisions, the recipient must 
use the same format for budget infor-
mation that was used in the applica-
tion, unless the Federal awarding agen-
cy indicates a letter of request suffices. 


(i) Within 30 calendar days from the 
date of receipt of the request for budg-
et revisions, the Federal awarding 
agency must review the request and 
notify the recipient whether the budget 
revisions have been approved. If the re-
vision is still under consideration at 
the end of 30 calendar days, the Federal 
awarding agency must inform the re-
cipient in writing of the date when the 
recipient may expect the decision. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75884, Dec. 19, 2014; 80 FR 54409, Sept. 10, 
2015] 


§ 200.309 Period of performance. 
A non-Federal entity may charge to 


the Federal award only allowable costs 
incurred during the period of perform-
ance (except as described in § 200.461 
Publication and printing costs) and 
any costs incurred before the Federal 
awarding agency or pass-through enti-
ty made the Federal award that were 
authorized by the Federal awarding 
agency or pass-through entity. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75884, Dec. 19, 2014] 


PROPERTY STANDARDS 


§ 200.310 Insurance coverage. 
The non-Federal entity must, at a 


minimum, provide the equivalent in-
surance coverage for real property and 
equipment acquired or improved with 
Federal funds as provided to property 
owned by the non-Federal entity. Fed-
erally-owned property need not be in-
sured unless required by the terms and 
conditions of the Federal award. 


§ 200.311 Real property. 
(a) Title. Subject to the obligations 


and conditions set forth in this section, 
title to real property acquired or im-
proved under a Federal award will vest 
upon acquisition in the non-Federal en-
tity. 


(b) Use. Except as otherwise provided 
by Federal statutes or by the Federal 


awarding agency, real property will be 
used for the originally authorized pur-
pose as long as needed for that purpose, 
during which time the non-Federal en-
tity must not dispose of or encumber 
its title or other interests. 


(c) Disposition. When real property is 
no longer needed for the originally au-
thorized purpose, the non-Federal enti-
ty must obtain disposition instructions 
from the Federal awarding agency or 
pass-through entity. The instructions 
must provide for one of the following 
alternatives: 


(1) Retain title after compensating 
the Federal awarding agency. The 
amount paid to the Federal awarding 
agency will be computed by applying 
the Federal awarding agency’s percent-
age of participation in the cost of the 
original purchase (and costs of any im-
provements) to the fair market value 
of the property. However, in those situ-
ations where the non-Federal entity is 
disposing of real property acquired or 
improved with a Federal award and ac-
quiring replacement real property 
under the same Federal award, the net 
proceeds from the disposition may be 
used as an offset to the cost of the re-
placement property. 


(2) Sell the property and compensate 
the Federal awarding agency. The 
amount due to the Federal awarding 
agency will be calculated by applying 
the Federal awarding agency’s percent-
age of participation in the cost of the 
original purchase (and cost of any im-
provements) to the proceeds of the sale 
after deduction of any actual and rea-
sonable selling and fixing-up expenses. 
If the Federal award has not been 
closed out, the net proceeds from sale 
may be offset against the original cost 
of the property. When the non-Federal 
entity is directed to sell property, sales 
procedures must be followed that pro-
vide for competition to the extent 
practicable and result in the highest 
possible return. 


(3) Transfer title to the Federal 
awarding agency or to a third party 
designated/approved by the Federal 
awarding agency. The non-Federal en-
tity is entitled to be paid an amount 
calculated by applying the non-Federal 
entity’s percentage of participation in 
the purchase of the real property (and 
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cost of any improvements) to the cur-
rent fair market value of the property. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75884, Dec. 19, 2014] 


§ 200.312 Federally-owned and exempt 
property. 


(a) Title to federally-owned property 
remains vested in the Federal Govern-
ment. The non-Federal entity must 
submit annually an inventory listing of 
federally-owned property in its custody 
to the Federal awarding agency. Upon 
completion of the Federal award or 
when the property is no longer needed, 
the non-Federal entity must report the 
property to the Federal awarding agen-
cy for further Federal agency utiliza-
tion. 


(b) If the Federal awarding agency 
has no further need for the property, it 
must declare the property excess and 
report it for disposal to the appropriate 
Federal disposal authority, unless the 
Federal awarding agency has statutory 
authority to dispose of the property by 
alternative methods (e.g., the author-
ity provided by the Federal Technology 
Transfer Act (15 U.S.C. 3710 (i)) to do-
nate research equipment to edu-
cational and non-profit organizations 
in accordance with Executive Order 
12999, ‘‘Educational Technology: Ensur-
ing Opportunity for All Children in the 
Next Century.’’). The Federal awarding 
agency must issue appropriate instruc-
tions to the non-Federal entity. 


(c) Exempt federally-owned property 
means property acquired under a Fed-
eral award where the Federal awarding 
agency has chosen to vest title to the 
property to the non-Federal entity 
without further obligation to the Fed-
eral Government, based upon the ex-
plicit terms and conditions of the Fed-
eral award. The Federal awarding agen-
cy may exercise this option when stat-
utory authority exists. Absent statu-
tory authority and specific terms and 
conditions of the Federal award, title 
to exempt federally-owned property ac-
quired under the Federal award re-
mains with the Federal Government. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75884, Dec. 19, 2014] 


§ 200.313 Equipment. 
See also § 200.439 Equipment and 


other capital expenditures. 
(a) Title. Subject to the obligations 


and conditions set forth in this section, 
title to equipment acquired under a 
Federal award will vest upon acquisi-
tion in the non-Federal entity. Unless 
a statute specifically authorizes the 
Federal agency to vest title in the non- 
Federal entity without further obliga-
tion to the Federal Government, and 
the Federal agency elects to do so, the 
title must be a conditional title. Title 
must vest in the non-Federal entity 
subject to the following conditions: 


(1) Use the equipment for the author-
ized purposes of the project during the 
period of performance, or until the 
property is no longer needed for the 
purposes of the project. 


(2) Not encumber the property with-
out approval of the Federal awarding 
agency or pass-through entity. 


(3) Use and dispose of the property in 
accordance with paragraphs (b), (c) and 
(e) of this section. 


(b) A state must use, manage and dis-
pose of equipment acquired under a 
Federal award by the state in accord-
ance with state laws and procedures. 
Other non-Federal entities must follow 
paragraphs (c) through (e) of this sec-
tion. 


(c) Use. (1) Equipment must be used 
by the non-Federal entity in the pro-
gram or project for which it was ac-
quired as long as needed, whether or 
not the project or program continues 
to be supported by the Federal award, 
and the non-Federal entity must not 
encumber the property without prior 
approval of the Federal awarding agen-
cy. When no longer needed for the 
original program or project, the equip-
ment may be used in other activities 
supported by the Federal awarding 
agency, in the following order of pri-
ority: 


(i) Activities under a Federal award 
from the Federal awarding agency 
which funded the original program or 
project, then 


(ii) Activities under Federal awards 
from other Federal awarding agencies. 
This includes consolidated equipment 
for information technology systems. 


(2) During the time that equipment is 
used on the project or program for 
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which it was acquired, the non-Federal 
entity must also make equipment 
available for use on other projects or 
programs currently or previously sup-
ported by the Federal Government, 
provided that such use will not inter-
fere with the work on the projects or 
program for which it was originally ac-
quired. First preference for other use 
must be given to other programs or 
projects supported by Federal awarding 
agency that financed the equipment 
and second preference must be given to 
programs or projects under Federal 
awards from other Federal awarding 
agencies. Use for non-federally-funded 
programs or projects is also permis-
sible. User fees should be considered if 
appropriate. 


(3) Notwithstanding the encourage-
ment in § 200.307 Program income to 
earn program income, the non-Federal 
entity must not use equipment ac-
quired with the Federal award to pro-
vide services for a fee that is less than 
private companies charge for equiva-
lent services unless specifically author-
ized by Federal statute for as long as 
the Federal Government retains an in-
terest in the equipment. 


(4) When acquiring replacement 
equipment, the non-Federal entity may 
use the equipment to be replaced as a 
trade-in or sell the property and use 
the proceeds to offset the cost of the 
replacement property. 


(d) Management requirements. Proce-
dures for managing equipment (includ-
ing replacement equipment), whether 
acquired in whole or in part under a 
Federal award, until disposition takes 
place will, as a minimum, meet the fol-
lowing requirements: 


(1) Property records must be main-
tained that include a description of the 
property, a serial number or other 
identification number, the source of 
funding for the property (including the 
FAIN), who holds title, the acquisition 
date, and cost of the property, percent-
age of Federal participation in the 
project costs for the Federal award 
under which the property was acquired, 
the location, use and condition of the 
property, and any ultimate disposition 
data including the date of disposal and 
sale price of the property. 


(2) A physical inventory of the prop-
erty must be taken and the results rec-


onciled with the property records at 
least once every two years. 


(3) A control system must be devel-
oped to ensure adequate safeguards to 
prevent loss, damage, or theft of the 
property. Any loss, damage, or theft 
must be investigated. 


(4) Adequate maintenance procedures 
must be developed to keep the property 
in good condition. 


(5) If the non-Federal entity is au-
thorized or required to sell the prop-
erty, proper sales procedures must be 
established to ensure the highest pos-
sible return. 


(e) Disposition. When original or re-
placement equipment acquired under a 
Federal award is no longer needed for 
the original project or program or for 
other activities currently or previously 
supported by a Federal awarding agen-
cy, except as otherwise provided in 
Federal statutes, regulations, or Fed-
eral awarding agency disposition in-
structions, the non-Federal entity 
must request disposition instructions 
from the Federal awarding agency if 
required by the terms and conditions of 
the Federal award. Disposition of the 
equipment will be made as follows, in 
accordance with Federal awarding 
agency disposition instructions: 


(1) Items of equipment with a current 
per unit fair market value of $5,000 or 
less may be retained, sold or otherwise 
disposed of with no further obligation 
to the Federal awarding agency. 


(2) Except as provided in § 200.312 Fed-
erally-owned and exempt property, 
paragraph (b), or if the Federal award-
ing agency fails to provide requested 
disposition instructions within 120 
days, items of equipment with a cur-
rent per-unit fair-market value in ex-
cess of $5,000 may be retained by the 
non-Federal entity or sold. The Federal 
awarding agency is entitled to an 
amount calculated by multiplying the 
current market value or proceeds from 
sale by the Federal awarding agency’s 
percentage of participation in the cost 
of the original purchase. If the equip-
ment is sold, the Federal awarding 
agency may permit the non-Federal en-
tity to deduct and retain from the Fed-
eral share $500 or ten percent of the 
proceeds, whichever is less, for its sell-
ing and handling expenses. 
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(3) The non-Federal entity may 
transfer title to the property to the 
Federal Government or to an eligible 
third party provided that, in such 
cases, the non-Federal entity must be 
entitled to compensation for its attrib-
utable percentage of the current fair 
market value of the property. 


(4) In cases where a non-Federal enti-
ty fails to take appropriate disposition 
actions, the Federal awarding agency 
may direct the non-Federal entity to 
take disposition actions. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75884, Dec. 19, 2014] 


§ 200.314 Supplies. 
See also § 200.453 Materials and sup-


plies costs, including costs of com-
puting devices. 


(a) Title to supplies will vest in the 
non-Federal entity upon acquisition. If 
there is a residual inventory of unused 
supplies exceeding $5,000 in total aggre-
gate value upon termination or com-
pletion of the project or program and 
the supplies are not needed for any 
other Federal award, the non-Federal 
entity must retain the supplies for use 
on other activities or sell them, but 
must, in either case, compensate the 
Federal Government for its share. The 
amount of compensation must be com-
puted in the same manner as for equip-
ment. See § 200.313 Equipment, para-
graph (e)(2) for the calculation method-
ology. 


(b) As long as the Federal Govern-
ment retains an interest in the sup-
plies, the non-Federal entity must not 
use supplies acquired under a Federal 
award to provide services to other or-
ganizations for a fee that is less than 
private companies charge for equiva-
lent services, unless specifically au-
thorized by Federal statute. 


§ 200.315 Intangible property. 
(a) Title to intangible property (see 


§ 200.59 Intangible property) acquired 
under a Federal award vests upon ac-
quisition in the non-Federal entity. 
The non-Federal entity must use that 
property for the originally-authorized 
purpose, and must not encumber the 
property without approval of the Fed-
eral awarding agency. When no longer 
needed for the originally authorized 
purpose, disposition of the intangible 


property must occur in accordance 
with the provisions in § 200.313 Equip-
ment paragraph (e). 


(b) The non-Federal entity may copy-
right any work that is subject to copy-
right and was developed, or for which 
ownership was acquired, under a Fed-
eral award. The Federal awarding agen-
cy reserves a royalty-free, nonexclu-
sive and irrevocable right to reproduce, 
publish, or otherwise use the work for 
Federal purposes, and to authorize oth-
ers to do so. 


(c) The non-Federal entity is subject 
to applicable regulations governing 
patents and inventions, including gov-
ernmentwide regulations issued by the 
Department of Commerce at 37 CFR 
Part 401, ‘‘Rights to Inventions Made 
by Nonprofit Organizations and Small 
Business Firms Under Government 
Awards, Contracts and Cooperative 
Agreements.’’ 


(d) The Federal Government has the 
right to: 


(1) Obtain, reproduce, publish, or oth-
erwise use the data produced under a 
Federal award; and 


(2) Authorize others to receive, repro-
duce, publish, or otherwise use such 
data for Federal purposes. 


(e) Freedom of Information Act 
(FOIA). 


(1) In response to a Freedom of Infor-
mation Act (FOIA) request for research 
data relating to published research 
findings produced under a Federal 
award that were used by the Federal 
Government in developing an agency 
action that has the force and effect of 
law, the Federal awarding agency must 
request, and the non-Federal entity 
must provide, within a reasonable 
time, the research data so that they 
can be made available to the public 
through the procedures established 
under the FOIA. If the Federal award-
ing agency obtains the research data 
solely in response to a FOIA request, 
the Federal awarding agency may 
charge the requester a reasonable fee 
equaling the full incremental cost of 
obtaining the research data. This fee 
should reflect costs incurred by the 
Federal agency and the non-Federal en-
tity. This fee is in addition to any fees 
the Federal awarding agency may as-
sess under the FOIA (5 U.S.C. 
552(a)(4)(A)). 
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(2) Published research findings means 
when: 


(i) Research findings are published in 
a peer-reviewed scientific or technical 
journal; or 


(ii) A Federal agency publicly and of-
ficially cites the research findings in 
support of an agency action that has 
the force and effect of law. ‘‘Used by 
the Federal Government in developing 
an agency action that has the force and 
effect of law’’ is defined as when an 
agency publicly and officially cites the 
research findings in support of an agen-
cy action that has the force and effect 
of law. 


(3) Research data means the recorded 
factual material commonly accepted in 
the scientific community as necessary 
to validate research findings, but not 
any of the following: preliminary anal-
yses, drafts of scientific papers, plans 
for future research, peer reviews, or 
communications with colleagues. This 
‘‘recorded’’ material excludes physical 
objects (e.g., laboratory samples). Re-
search data also do not include: 


(i) Trade secrets, commercial infor-
mation, materials necessary to be held 
confidential by a researcher until they 
are published, or similar information 
which is protected under law; and 


(ii) Personnel and medical informa-
tion and similar information the dis-
closure of which would constitute a 
clearly unwarranted invasion of per-
sonal privacy, such as information that 
could be used to identify a particular 
person in a research study. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75884, Dec. 19, 2014] 


§ 200.316 Property trust relationship. 


Real property, equipment, and intan-
gible property, that are acquired or im-
proved with a Federal award must be 
held in trust by the non-Federal entity 
as trustee for the beneficiaries of the 
project or program under which the 
property was acquired or improved. 
The Federal awarding agency may re-
quire the non-Federal entity to record 
liens or other appropriate notices of 
record to indicate that personal or real 
property has been acquired or improved 
with a Federal award and that use and 
disposition conditions apply to the 
property. 


PROCUREMENT STANDARDS 


§ 200.317 Procurements by states. 
When procuring property and serv-


ices under a Federal award, a state 
must follow the same policies and pro-
cedures it uses for procurements from 
its non-Federal funds. The state will 
comply with § 200.322 Procurement of 
recovered materials and ensure that 
every purchase order or other contract 
includes any clauses required by sec-
tion § 200.326 Contract provisions. All 
other non-Federal entities, including 
subrecipients of a state, will follow 
§§ 200.318 General procurement stand-
ards through 200.326 Contract provi-
sions. 


§ 200.318 General procurement stand-
ards. 


(a) The non-Federal entity must use 
its own documented procurement pro-
cedures which reflect applicable State, 
local, and tribal laws and regulations, 
provided that the procurements con-
form to applicable Federal law and the 
standards identified in this part. 


(b) Non-Federal entities must main-
tain oversight to ensure that contrac-
tors perform in accordance with the 
terms, conditions, and specifications of 
their contracts or purchase orders. 


(c)(1) The non-Federal entity must 
maintain written standards of conduct 
covering conflicts of interest and gov-
erning the actions of its employees en-
gaged in the selection, award and ad-
ministration of contracts. No em-
ployee, officer, or agent may partici-
pate in the selection, award, or admin-
istration of a contract supported by a 
Federal award if he or she has a real or 
apparent conflict of interest. Such a 
conflict of interest would arise when 
the employee, officer, or agent, any 
member of his or her immediate fam-
ily, his or her partner, or an organiza-
tion which employs or is about to em-
ploy any of the parties indicated here-
in, has a financial or other interest in 
or a tangible personal benefit from a 
firm considered for a contract. The of-
ficers, employees, and agents of the 
non-Federal entity may neither solicit 
nor accept gratuities, favors, or any-
thing of monetary value from contrac-
tors or parties to subcontracts. How-
ever, non-Federal entities may set 
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standards for situations in which the 
financial interest is not substantial or 
the gift is an unsolicited item of nomi-
nal value. The standards of conduct 
must provide for disciplinary actions 
to be applied for violations of such 
standards by officers, employees, or 
agents of the non-Federal entity. 


(2) If the non-Federal entity has a 
parent, affiliate, or subsidiary organi-
zation that is not a state, local govern-
ment, or Indian tribe, the non-Federal 
entity must also maintain written 
standards of conduct covering organi-
zational conflicts of interest. Organiza-
tional conflicts of interest means that 
because of relationships with a parent 
company, affiliate, or subsidiary orga-
nization, the non-Federal entity is un-
able or appears to be unable to be im-
partial in conducting a procurement 
action involving a related organiza-
tion. 


(d) The non-Federal entity’s proce-
dures must avoid acquisition of unnec-
essary or duplicative items. Consider-
ation should be given to consolidating 
or breaking out procurements to ob-
tain a more economical purchase. 
Where appropriate, an analysis will be 
made of lease versus purchase alter-
natives, and any other appropriate 
analysis to determine the most eco-
nomical approach. 


(e) To foster greater economy and ef-
ficiency, and in accordance with efforts 
to promote cost-effective use of shared 
services across the Federal Govern-
ment, the non-Federal entity is encour-
aged to enter into state and local inter-
governmental agreements or inter-en-
tity agreements where appropriate for 
procurement or use of common or 
shared goods and services. 


(f) The non-Federal entity is encour-
aged to use Federal excess and surplus 
property in lieu of purchasing new 
equipment and property whenever such 
use is feasible and reduces project 
costs. 


(g) The non-Federal entity is encour-
aged to use value engineering clauses 
in contracts for construction projects 
of sufficient size to offer reasonable op-
portunities for cost reductions. Value 
engineering is a systematic and cre-
ative analysis of each contract item or 
task to ensure that its essential func-


tion is provided at the overall lower 
cost. 


(h) The non-Federal entity must 
award contracts only to responsible 
contractors possessing the ability to 
perform successfully under the terms 
and conditions of a proposed procure-
ment. Consideration will be given to 
such matters as contractor integrity, 
compliance with public policy, record 
of past performance, and financial and 
technical resources. See also § 200.213 
Suspension and debarment. 


(i) The non-Federal entity must 
maintain records sufficient to detail 
the history of procurement. These 
records will include, but are not nec-
essarily limited to the following: ra-
tionale for the method of procurement, 
selection of contract type, contractor 
selection or rejection, and the basis for 
the contract price. 


(j)(1) The non-Federal entity may use 
a time and materials type contract 
only after a determination that no 
other contract is suitable and if the 
contract includes a ceiling price that 
the contractor exceeds at its own risk. 
Time and materials type contract 
means a contract whose cost to a non- 
Federal entity is the sum of: 


(i) The actual cost of materials; and 
(ii) Direct labor hours charged at 


fixed hourly rates that reflect wages, 
general and administrative expenses, 
and profit. 


(2) Since this formula generates an 
open-ended contract price, a time-and- 
materials contract provides no positive 
profit incentive to the contractor for 
cost control or labor efficiency. There-
fore, each contract must set a ceiling 
price that the contractor exceeds at its 
own risk. Further, the non-Federal en-
tity awarding such a contract must as-
sert a high degree of oversight in order 
to obtain reasonable assurance that 
the contractor is using efficient meth-
ods and effective cost controls. 


(k) The non-Federal entity alone 
must be responsible, in accordance 
with good administrative practice and 
sound business judgment, for the set-
tlement of all contractual and adminis-
trative issues arising out of procure-
ments. These issues include, but are 
not limited to, source evaluation, pro-
tests, disputes, and claims. These 
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standards do not relieve the non-Fed-
eral entity of any contractual respon-
sibilities under its contracts. The Fed-
eral awarding agency will not sub-
stitute its judgment for that of the 
non-Federal entity unless the matter is 
primarily a Federal concern. Viola-
tions of law will be referred to the 
local, state, or Federal authority hav-
ing proper jurisdiction. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014; 80 FR 43309, July 22, 
2015] 


§ 200.319 Competition. 
(a) All procurement transactions 


must be conducted in a manner pro-
viding full and open competition con-
sistent with the standards of this sec-
tion. In order to ensure objective con-
tractor performance and eliminate un-
fair competitive advantage, contrac-
tors that develop or draft specifica-
tions, requirements, statements of 
work, or invitations for bids or re-
quests for proposals must be excluded 
from competing for such procurements. 
Some of the situations considered to be 
restrictive of competition include but 
are not limited to: 


(1) Placing unreasonable require-
ments on firms in order for them to 
qualify to do business; 


(2) Requiring unnecessary experience 
and excessive bonding; 


(3) Noncompetitive pricing practices 
between firms or between affiliated 
companies; 


(4) Noncompetitive contracts to con-
sultants that are on retainer contracts; 


(5) Organizational conflicts of inter-
est; 


(6) Specifying only a ‘‘brand name’’ 
product instead of allowing ‘‘an equal’’ 
product to be offered and describing 
the performance or other relevant re-
quirements of the procurement; and 


(7) Any arbitrary action in the pro-
curement process. 


(b) The non-Federal entity must con-
duct procurements in a manner that 
prohibits the use of statutorily or ad-
ministratively imposed state, local, or 
tribal geographical preferences in the 
evaluation of bids or proposals, except 
in those cases where applicable Federal 
statutes expressly mandate or encour-
age geographic preference. Nothing in 
this section preempts state licensing 


laws. When contracting for architec-
tural and engineering (A/E) services, 
geographic location may be a selection 
criterion provided its application 
leaves an appropriate number of quali-
fied firms, given the nature and size of 
the project, to compete for the con-
tract. 


(c) The non-Federal entity must have 
written procedures for procurement 
transactions. These procedures must 
ensure that all solicitations: 


(1) Incorporate a clear and accurate 
description of the technical require-
ments for the material, product, or 
service to be procured. Such descrip-
tion must not, in competitive procure-
ments, contain features which unduly 
restrict competition. The description 
may include a statement of the quali-
tative nature of the material, product 
or service to be procured and, when 
necessary, must set forth those min-
imum essential characteristics and 
standards to which it must conform if 
it is to satisfy its intended use. De-
tailed product specifications should be 
avoided if at all possible. When it is 
impractical or uneconomical to make a 
clear and accurate description of the 
technical requirements, a ‘‘brand name 
or equivalent’’ description may be used 
as a means to define the performance 
or other salient requirements of pro-
curement. The specific features of the 
named brand which must be met by of-
fers must be clearly stated; and 


(2) Identify all requirements which 
the offerors must fulfill and all other 
factors to be used in evaluating bids or 
proposals. 


(d) The non-Federal entity must en-
sure that all prequalified lists of per-
sons, firms, or products which are used 
in acquiring goods and services are cur-
rent and include enough qualified 
sources to ensure maximum open and 
free competition. Also, the non-Federal 
entity must not preclude potential bid-
ders from qualifying during the solici-
tation period. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014] 


§ 200.320 Methods of procurement to 
be followed. 


The non-Federal entity must use one 
of the following methods of procure-
ment. 
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(a) Procurement by micro-purchases. 
Procurement by micro-purchase is the 
acquisition of supplies or services, the 
aggregate dollar amount of which does 
not exceed the micro-purchase thresh-
old (§ 200.67 Micro-purchase). To the ex-
tent practicable, the non-Federal enti-
ty must distribute micro-purchases eq-
uitably among qualified suppliers. 
Micro-purchases may be awarded with-
out soliciting competitive quotations if 
the non-Federal entity considers the 
price to be reasonable. 


(b) Procurement by small purchase 
procedures. Small purchase procedures 
are those relatively simple and infor-
mal procurement methods for securing 
services, supplies, or other property 
that do not cost more than the Sim-
plified Acquisition Threshold. If small 
purchase procedures are used, price or 
rate quotations must be obtained from 
an adequate number of qualified 
sources. 


(c) Procurement by sealed bids (for-
mal advertising). Bids are publicly so-
licited and a firm fixed price contract 
(lump sum or unit price) is awarded to 
the responsible bidder whose bid, con-
forming with all the material terms 
and conditions of the invitation for 
bids, is the lowest in price. The sealed 
bid method is the preferred method for 
procuring construction, if the condi-
tions in paragraph (c)(1) of this section 
apply. 


(1) In order for sealed bidding to be 
feasible, the following conditions 
should be present: 


(i) A complete, adequate, and real-
istic specification or purchase descrip-
tion is available; 


(ii) Two or more responsible bidders 
are willing and able to compete effec-
tively for the business; and 


(iii) The procurement lends itself to a 
firm fixed price contract and the selec-
tion of the successful bidder can be 
made principally on the basis of price. 


(2) If sealed bids are used, the fol-
lowing requirements apply: 


(i) Bids must be solicited from an 
adequate number of known suppliers, 
providing them sufficient response 
time prior to the date set for opening 
the bids, for local, and tribal govern-
ments, the invitation for bids must be 
publicly advertised; 


(ii) The invitation for bids, which 
will include any specifications and per-
tinent attachments, must define the 
items or services in order for the bidder 
to properly respond; 


(iii) All bids will be opened at the 
time and place prescribed in the invita-
tion for bids, and for local and tribal 
governments, the bids must be opened 
publicly; 


(iv) A firm fixed price contract award 
will be made in writing to the lowest 
responsive and responsible bidder. 
Where specified in bidding documents, 
factors such as discounts, transpor-
tation cost, and life cycle costs must 
be considered in determining which bid 
is lowest. Payment discounts will only 
be used to determine the low bid when 
prior experience indicates that such 
discounts are usually taken advantage 
of; and 


(v) Any or all bids may be rejected if 
there is a sound documented reason. 


(d) Procurement by competitive pro-
posals. The technique of competitive 
proposals is normally conducted with 
more than one source submitting an 
offer, and either a fixed price or cost- 
reimbursement type contract is award-
ed. It is generally used when conditions 
are not appropriate for the use of 
sealed bids. If this method is used, the 
following requirements apply: 


(1) Requests for proposals must be 
publicized and identify all evaluation 
factors and their relative importance. 
Any response to publicized requests for 
proposals must be considered to the 
maximum extent practical; 


(2) Proposals must be solicited from 
an adequate number of qualified 
sources; 


(3) The non-Federal entity must have 
a written method for conducting tech-
nical evaluations of the proposals re-
ceived and for selecting recipients; 


(4) Contracts must be awarded to the 
responsible firm whose proposal is 
most advantageous to the program, 
with price and other factors consid-
ered; and 


(5) The non-Federal entity may use 
competitive proposal procedures for 
qualifications-based procurement of ar-
chitectural/engineering (A/E) profes-
sional services whereby competitors’ 
qualifications are evaluated and the 
most qualified competitor is selected, 
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subject to negotiation of fair and rea-
sonable compensation. The method, 
where price is not used as a selection 
factor, can only be used in procure-
ment of A/E professional services. It 
cannot be used to purchase other types 
of services though A/E firms are a po-
tential source to perform the proposed 
effort. 


(e) [Reserved] 
(f) Procurement by noncompetitive 


proposals. Procurement by non-
competitive proposals is procurement 
through solicitation of a proposal from 
only one source and may be used only 
when one or more of the following cir-
cumstances apply: 


(1) The item is available only from a 
single source; 


(2) The public exigency or emergency 
for the requirement will not permit a 
delay resulting from competitive solic-
itation; 


(3) The Federal awarding agency or 
pass-through entity expressly author-
izes noncompetitive proposals in re-
sponse to a written request from the 
non-Federal entity; or 


(4) After solicitation of a number of 
sources, competition is determined in-
adequate. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014; 80 FR 54409, Sept. 10, 
2015] 


§ 200.321 Contracting with small and 
minority businesses, women’s busi-
ness enterprises, and labor surplus 
area firms. 


(a) The non-Federal entity must take 
all necessary affirmative steps to as-
sure that minority businesses, women’s 
business enterprises, and labor surplus 
area firms are used when possible. 


(b) Affirmative steps must include: 
(1) Placing qualified small and mi-


nority businesses and women’s business 
enterprises on solicitation lists; 


(2) Assuring that small and minority 
businesses, and women’s business en-
terprises are solicited whenever they 
are potential sources; 


(3) Dividing total requirements, when 
economically feasible, into smaller 
tasks or quantities to permit max-
imum participation by small and mi-
nority businesses, and women’s busi-
ness enterprises; 


(4) Establishing delivery schedules, 
where the requirement permits, which 
encourage participation by small and 
minority businesses, and women’s busi-
ness enterprises; 


(5) Using the services and assistance, 
as appropriate, of such organizations as 
the Small Business Administration and 
the Minority Business Development 
Agency of the Department of Com-
merce; and 


(6) Requiring the prime contractor, if 
subcontracts are to be let, to take the 
affirmative steps listed in paragraphs 
(1) through (5) of this section. 


§ 200.322 Procurement of recovered 
materials. 


A non-Federal entity that is a state 
agency or agency of a political subdivi-
sion of a state and its contractors must 
comply with section 6002 of the Solid 
Waste Disposal Act, as amended by the 
Resource Conservation and Recovery 
Act. The requirements of Section 6002 
include procuring only items des-
ignated in guidelines of the Environ-
mental Protection Agency (EPA) at 40 
CFR part 247 that contain the highest 
percentage of recovered materials prac-
ticable, consistent with maintaining a 
satisfactory level of competition, 
where the purchase price of the item 
exceeds $10,000 or the value of the 
quantity acquired during the preceding 
fiscal year exceeded $10,000; procuring 
solid waste management services in a 
manner that maximizes energy and re-
source recovery; and establishing an af-
firmative procurement program for 
procurement of recovered materials 
identified in the EPA guidelines. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014] 


§ 200.323 Contract cost and price. 


(a) The non-Federal entity must per-
form a cost or price analysis in connec-
tion with every procurement action in 
excess of the Simplified Acquisition 
Threshold including contract modifica-
tions. The method and degree of anal-
ysis is dependent on the facts sur-
rounding the particular procurement 
situation, but as a starting point, the 
non-Federal entity must make inde-
pendent estimates before receiving bids 
or proposals. 


VerDate Sep<11>2014 09:02 Apr 17, 2017 Jkt 241005 PO 00000 Frm 00136 Fmt 8010 Sfmt 8010 Y:\SGML\241005.XXX 241005pm
an


gr
um


 o
n 


D
S


K
3G


D
R


08
2P


R
O


D
 w


ith
 C


F
R







125 


OMB Guidance § 200.324 


(b) The non-Federal entity must ne-
gotiate profit as a separate element of 
the price for each contract in which 
there is no price competition and in all 
cases where cost analysis is performed. 
To establish a fair and reasonable prof-
it, consideration must be given to the 
complexity of the work to be per-
formed, the risk borne by the con-
tractor, the contractor’s investment, 
the amount of subcontracting, the 
quality of its record of past perform-
ance, and industry profit rates in the 
surrounding geographical area for 
similar work. 


(c) Costs or prices based on estimated 
costs for contracts under the Federal 
award are allowable only to the extent 
that costs incurred or cost estimates 
included in negotiated prices would be 
allowable for the non-Federal entity 
under Subpart E—Cost Principles of 
this part. The non-Federal entity may 
reference its own cost principles that 
comply with the Federal cost prin-
ciples. 


(d) The cost plus a percentage of cost 
and percentage of construction cost 
methods of contracting must not be 
used. 


§ 200.324 Federal awarding agency or 
pass-through entity review. 


(a) The non-Federal entity must 
make available, upon request of the 
Federal awarding agency or pass- 
through entity, technical specifica-
tions on proposed procurements where 
the Federal awarding agency or pass- 
through entity believes such review is 
needed to ensure that the item or serv-
ice specified is the one being proposed 
for acquisition. This review generally 
will take place prior to the time the 
specification is incorporated into a so-
licitation document. However, if the 
non-Federal entity desires to have the 
review accomplished after a solicita-
tion has been developed, the Federal 
awarding agency or pass-through enti-
ty may still review the specifications, 
with such review usually limited to the 
technical aspects of the proposed pur-
chase. 


(b) The non-Federal entity must 
make available upon request, for the 
Federal awarding agency or pass- 
through entity pre-procurement re-
view, procurement documents, such as 


requests for proposals or invitations 
for bids, or independent cost estimates, 
when: 


(1) The non-Federal entity’s procure-
ment procedures or operation fails to 
comply with the procurement stand-
ards in this part; 


(2) The procurement is expected to 
exceed the Simplified Acquisition 
Threshold and is to be awarded without 
competition or only one bid or offer is 
received in response to a solicitation; 


(3) The procurement, which is ex-
pected to exceed the Simplified Acqui-
sition Threshold, specifies a ‘‘brand 
name’’ product; 


(4) The proposed contract is more 
than the Simplified Acquisition 
Threshold and is to be awarded to 
other than the apparent low bidder 
under a sealed bid procurement; or 


(5) A proposed contract modification 
changes the scope of a contract or in-
creases the contract amount by more 
than the Simplified Acquisition 
Threshold. 


(c) The non-Federal entity is exempt 
from the pre-procurement review in 
paragraph (b) of this section if the Fed-
eral awarding agency or pass-through 
entity determines that its procurement 
systems comply with the standards of 
this part. 


(1) The non-Federal entity may re-
quest that its procurement system be 
reviewed by the Federal awarding 
agency or pass-through entity to deter-
mine whether its system meets these 
standards in order for its system to be 
certified. Generally, these reviews 
must occur where there is continuous 
high-dollar funding, and third party 
contracts are awarded on a regular 
basis; 


(2) The non-Federal entity may self- 
certify its procurement system. Such 
self-certification must not limit the 
Federal awarding agency’s right to sur-
vey the system. Under a self-certifi-
cation procedure, the Federal awarding 
agency may rely on written assurances 
from the non-Federal entity that it is 
complying with these standards. The 
non-Federal entity must cite specific 
policies, procedures, regulations, or 
standards as being in compliance with 
these requirements and have its system 
available for review. 
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§ 200.325 Bonding requirements. 
For construction or facility improve-


ment contracts or subcontracts exceed-
ing the Simplified Acquisition Thresh-
old, the Federal awarding agency or 
pass-through entity may accept the 
bonding policy and requirements of the 
non-Federal entity provided that the 
Federal awarding agency or pass- 
through entity has made a determina-
tion that the Federal interest is ade-
quately protected. If such a determina-
tion has not been made, the minimum 
requirements must be as follows: 


(a) A bid guarantee from each bidder 
equivalent to five percent of the bid 
price. The ‘‘bid guarantee’’ must con-
sist of a firm commitment such as a 
bid bond, certified check, or other ne-
gotiable instrument accompanying a 
bid as assurance that the bidder will, 
upon acceptance of the bid, execute 
such contractual documents as may be 
required within the time specified. 


(b) A performance bond on the part of 
the contractor for 100 percent of the 
contract price. A ‘‘performance bond’’ 
is one executed in connection with a 
contract to secure fulfillment of all the 
contractor’s obligations under such 
contract. 


(c) A payment bond on the part of the 
contractor for 100 percent of the con-
tract price. A ‘‘payment bond’’ is one 
executed in connection with a contract 
to assure payment as required by law 
of all persons supplying labor and ma-
terial in the execution of the work pro-
vided for in the contract. 


§ 200.326 Contract provisions. 
The non-Federal entity’s contracts 


must contain the applicable provisions 
described in Appendix II to Part 200— 
Contract Provisions for non-Federal 
Entity Contracts Under Federal 
Awards. 


PERFORMANCE AND FINANCIAL 
MONITORING AND REPORTING 


§ 200.327 Financial reporting. 
Unless otherwise approved by OMB, 


the Federal awarding agency may so-
licit only the standard, OMB-approved 
governmentwide data elements for col-
lection of financial information (at 
time of publication the Federal Finan-
cial Report or such future collections 


as may be approved by OMB and listed 
on the OMB Web site). This informa-
tion must be collected with the fre-
quency required by the terms and con-
ditions of the Federal award, but no 
less frequently than annually nor more 
frequently than quarterly except in un-
usual circumstances, for example 
where more frequent reporting is nec-
essary for the effective monitoring of 
the Federal award or could signifi-
cantly affect program outcomes, and 
preferably in coordination with per-
formance reporting. 


200.328 Monitoring and reporting pro-
gram performance. 


(a) Monitoring by the non-Federal enti-
ty. The non-Federal entity is respon-
sible for oversight of the operations of 
the Federal award supported activities. 
The non-Federal entity must monitor 
its activities under Federal awards to 
assure compliance with applicable Fed-
eral requirements and performance ex-
pectations are being achieved. Moni-
toring by the non-Federal entity must 
cover each program, function or activ-
ity. See also § 200.331 Requirements for 
pass-through entities. 


(b) Non-construction performance re-
ports. The Federal awarding agency 
must use standard, OMB-approved data 
elements for collection of performance 
information (including performance 
progress reports, Research Perform-
ance Progress Report, or such future 
collections as may be approved by OMB 
and listed on the OMB Web site). 


(1) The non-Federal entity must sub-
mit performance reports at the inter-
val required by the Federal awarding 
agency or pass-through entity to best 
inform improvements in program out-
comes and productivity. Intervals must 
be no less frequent than annually nor 
more frequent than quarterly except in 
unusual circumstances, for example 
where more frequent reporting is nec-
essary for the effective monitoring of 
the Federal award or could signifi-
cantly affect program outcomes. An-
nual reports must be due 90 calendar 
days after the reporting period; quar-
terly or semiannual reports must be 
due 30 calendar days after the report-
ing period. Alternatively, the Federal 
awarding agency or pass-through enti-
ty may require annual reports before 
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the anniversary dates of multiple year 
Federal awards. The final performance 
report will be due 90 calendar days 
after the period of performance end 
date. If a justified request is submitted 
by a non-Federal entity, the Federal 
agency may extend the due date for 
any performance report. 


(2) The non-Federal entity must sub-
mit performance reports using OMB- 
approved governmentwide standard in-
formation collections when providing 
performance information. As appro-
priate in accordance with above men-
tioned information collections, these 
reports will contain, for each Federal 
award, brief information on the fol-
lowing unless other collections are ap-
proved by OMB: 


(i) A comparison of actual accom-
plishments to the objectives of the 
Federal award established for the pe-
riod. Where the accomplishments of 
the Federal award can be quantified, a 
computation of the cost (for example, 
related to units of accomplishment) 
may be required if that information 
will be useful. Where performance 
trend data and analysis would be in-
formative to the Federal awarding 
agency program, the Federal awarding 
agency should include this as a per-
formance reporting requirement. 


(ii) The reasons why established 
goals were not met, if appropriate. 


(iii) Additional pertinent information 
including, when appropriate, analysis 
and explanation of cost overruns or 
high unit costs. 


(c) Construction performance reports. 
For the most part, onsite technical in-
spections and certified percentage of 
completion data are relied on heavily 
by Federal awarding agencies and pass- 
through entities to monitor progress 
under Federal awards and subawards 
for construction. The Federal awarding 
agency may require additional per-
formance reports only when considered 
necessary. 


(d) Significant developments. Events 
may occur between the scheduled per-
formance reporting dates that have sig-
nificant impact upon the supported ac-
tivity. In such cases, the non-Federal 
entity must inform the Federal award-
ing agency or pass-through entity as 
soon as the following types of condi-
tions become known: 


(1) Problems, delays, or adverse con-
ditions which will materially impair 
the ability to meet the objective of the 
Federal award. This disclosure must in-
clude a statement of the action taken, 
or contemplated, and any assistance 
needed to resolve the situation. 


(2) Favorable developments which en-
able meeting time schedules and objec-
tives sooner or at less cost than antici-
pated or producing more or different 
beneficial results than originally 
planned. 


(e) The Federal awarding agency may 
make site visits as warranted by pro-
gram needs. 


(f) The Federal awarding agency may 
waive any performance report required 
by this part if not needed. 


§ 200.329 Reporting on real property. 
The Federal awarding agency or pass- 


through entity must require a non-Fed-
eral entity to submit reports at least 
annually on the status of real property 
in which the Federal Government re-
tains an interest, unless the Federal in-
terest in the real property extends 15 
years or longer. In those instances 
where the Federal interest attached is 
for a period of 15 years or more, the 
Federal awarding agency or pass- 
through entity, at its option, may re-
quire the non-Federal entity to report 
at various multi-year frequencies (e.g., 
every two years or every three years, 
not to exceed a five-year reporting pe-
riod; or a Federal awarding agency or 
pass-through entity may require an-
nual reporting for the first three years 
of a Federal award and thereafter re-
quire reporting every five years). 


SUBRECIPIENT MONITORING AND 
MANAGEMENT 


§ 200.330 Subrecipient and contractor 
determinations. 


The non-Federal entity may concur-
rently receive Federal awards as a re-
cipient, a subrecipient, and a con-
tractor, depending on the substance of 
its agreements with Federal awarding 
agencies and pass-through entities. 
Therefore, a pass-through entity must 
make case-by-case determinations 
whether each agreement it makes for 
the disbursement of Federal program 
funds casts the party receiving the 
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funds in the role of a subrecipient or a 
contractor. The Federal awarding 
agency may supply and require recipi-
ents to comply with additional guid-
ance to support these determinations 
provided such guidance does not con-
flict with this section. 


(a) Subrecipients. A subaward is for 
the purpose of carrying out a portion of 
a Federal award and creates a Federal 
assistance relationship with the sub-
recipient. See § 200.92 Subaward. Char-
acteristics which support the classi-
fication of the non-Federal entity as a 
subrecipient include when the non-Fed-
eral entity: 


(1) Determines who is eligible to re-
ceive what Federal assistance; 


(2) Has its performance measured in 
relation to whether objectives of a Fed-
eral program were met; 


(3) Has responsibility for pro-
grammatic decision making; 


(4) Is responsible for adherence to ap-
plicable Federal program requirements 
specified in the Federal award; and 


(5) In accordance with its agreement, 
uses the Federal funds to carry out a 
program for a public purpose specified 
in authorizing statute, as opposed to 
providing goods or services for the ben-
efit of the pass-through entity. 


(b) Contractors. A contract is for the 
purpose of obtaining goods and services 
for the non-Federal entity’s own use 
and creates a procurement relationship 
with the contractor. See § 200.22 Con-
tract. Characteristics indicative of a 
procurement relationship between the 
non-Federal entity and a contractor 
are when the contractor: 


(1) Provides the goods and services 
within normal business operations; 


(2) Provides similar goods or services 
to many different purchasers; 


(3) Normally operates in a competi-
tive environment; 


(4) Provides goods or services that 
are ancillary to the operation of the 
Federal program; and 


(5) Is not subject to compliance re-
quirements of the Federal program as a 
result of the agreement, though similar 
requirements may apply for other rea-
sons. 


(c) Use of judgment in making deter-
mination. In determining whether an 
agreement between a pass-through en-
tity and another non-Federal entity 


casts the latter as a subrecipient or a 
contractor, the substance of the rela-
tionship is more important than the 
form of the agreement. All of the char-
acteristics listed above may not be 
present in all cases, and the pass- 
through entity must use judgment in 
classifying each agreement as a 
subaward or a procurement contract. 


[78 FR 78608, Dec. 26, 2013, as amended at 80 
FR 54409, Sept. 10, 2015] 


§ 200.331 Requirements for pass- 
through entities. 


All pass-through entities must: 
(a) Ensure that every subaward is 


clearly identified to the subrecipient as 
a subaward and includes the following 
information at the time of the 
subaward and if any of these data ele-
ments change, include the changes in 
subsequent subaward modification. 
When some of this information is not 
available, the pass-through entity 
must provide the best information 
available to describe the Federal award 
and subaward. Required information 
includes: 


(1) Federal Award Identification. 
(i) Subrecipient name (which must 


match the name associated with its 
unique entity identifier); 


(ii) Subrecipient’s unique entity 
identifier; 


(iii) Federal Award Identification 
Number (FAIN); 


(iv) Federal Award Date (see § 200.39 
Federal award date) of award to the re-
cipient by the Federal agency; 


(v) Subaward Period of Performance 
Start and End Date; 


(vi) Amount of Federal Funds Obli-
gated by this action by the pass- 
through entity to the subrecipient; 


(vii) Total Amount of Federal Funds 
Obligated to the subrecipient by the 
pass-through entity including the cur-
rent obligation; 


(viii) Total Amount of the Federal 
Award committed to the subrecipient 
by the pass-through entity; 


(ix) Federal award project descrip-
tion, as required to be responsive to 
the Federal Funding Accountability 
and Transparency Act (FFATA); 


(x) Name of Federal awarding agency, 
pass-through entity, and contact infor-
mation for awarding official of the 
Pass-through entity; 
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(xi) CFDA Number and Name; the 
pass-through entity must identify the 
dollar amount made available under 
each Federal award and the CFDA 
number at time of disbursement; 


(xii) Identification of whether the 
award is R&D; and 


(xiii) Indirect cost rate for the Fed-
eral award (including if the de minimis 
rate is charged per § 200.414 Indirect 
(F&A) costs). 


(2) All requirements imposed by the 
pass-through entity on the sub-
recipient so that the Federal award is 
used in accordance with Federal stat-
utes, regulations and the terms and 
conditions of the Federal award; 


(3) Any additional requirements that 
the pass-through entity imposes on the 
subrecipient in order for the pass- 
through entity to meet its own respon-
sibility to the Federal awarding agency 
including identification of any required 
financial and performance reports; 


(4) An approved federally recognized 
indirect cost rate negotiated between 
the subrecipient and the Federal Gov-
ernment or, if no such rate exists, ei-
ther a rate negotiated between the 
pass-through entity and the sub-
recipient (in compliance with this 
part), or a de minimis indirect cost 
rate as defined in § 200.414 Indirect 
(F&A) costs, paragraph (f); 


(5) A requirement that the sub-
recipient permit the pass-through enti-
ty and auditors to have access to the 
subrecipient’s records and financial 
statements as necessary for the pass- 
through entity to meet the require-
ments of this part; and 


(6) Appropriate terms and conditions 
concerning closeout of the subaward. 


(b) Evaluate each subrecipient’s risk 
of noncompliance with Federal stat-
utes, regulations, and the terms and 
conditions of the subaward for purposes 
of determining the appropriate sub-
recipient monitoring described in para-
graphs (d) and (e) of this section, which 
may include consideration of such fac-
tors as: 


(1) The subrecipient’s prior experi-
ence with the same or similar sub-
awards; 


(2) The results of previous audits in-
cluding whether or not the sub-
recipient receives a Single Audit in ac-
cordance with Subpart F—Audit Re-


quirements of this part, and the extent 
to which the same or similar subaward 
has been audited as a major program; 


(3) Whether the subrecipient has new 
personnel or new or substantially 
changed systems; and 


(4) The extent and results of Federal 
awarding agency monitoring (e.g., if 
the subrecipient also receives Federal 
awards directly from a Federal award-
ing agency). 


(c) Consider imposing specific 
subaward conditions upon a sub-
recipient if appropriate as described in 
§ 200.207 Specific conditions. 


(d) Monitor the activities of the sub-
recipient as necessary to ensure that 
the subaward is used for authorized 
purposes, in compliance with Federal 
statutes, regulations, and the terms 
and conditions of the subaward; and 
that subaward performance goals are 
achieved. Pass-through entity moni-
toring of the subrecipient must in-
clude: 


(1) Reviewing financial and perform-
ance reports required by the pass- 
through entity. 


(2) Following-up and ensuring that 
the subrecipient takes timely and ap-
propriate action on all deficiencies per-
taining to the Federal award provided 
to the subrecipient from the pass- 
through entity detected through au-
dits, on-site reviews, and other means. 


(3) Issuing a management decision for 
audit findings pertaining to the Fed-
eral award provided to the subrecipient 
from the pass-through entity as re-
quired by § 200.521 Management deci-
sion. 


(e) Depending upon the pass-through 
entity’s assessment of risk posed by 
the subrecipient (as described in para-
graph (b) of this section), the following 
monitoring tools may be useful for the 
pass-through entity to ensure proper 
accountability and compliance with 
program requirements and achieve-
ment of performance goals: 


(1) Providing subrecipients with 
training and technical assistance on 
program-related matters; and 


(2) Performing on-site reviews of the 
subrecipient’s program operations; 


(3) Arranging for agreed-upon-proce-
dures engagements as described in 
§ 200.425 Audit services. 
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(f) Verify that every subrecipient is 
audited as required by Subpart F— 
Audit Requirements of this part when 
it is expected that the subrecipient’s 
Federal awards expended during the re-
spective fiscal year equaled or exceeded 
the threshold set forth in § 200.501 Audit 
requirements. 


(g) Consider whether the results of 
the subrecipient’s audits, on-site re-
views, or other monitoring indicate 
conditions that necessitate adjust-
ments to the pass-through entity’s own 
records. 


(h) Consider taking enforcement ac-
tion against noncompliant subrecipi-
ents as described in § 200.338 Remedies 
for noncompliance of this part and in 
program regulations. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014; 80 FR 54409, Sept. 10, 
2015] 


§ 200.332 Fixed amount subawards. 
With prior written approval from the 


Federal awarding agency, a pass- 
through entity may provide subawards 
based on fixed amounts up to the Sim-
plified Acquisition Threshold, provided 
that the subawards meet the require-
ments for fixed amount awards in 
§ 200.201 Use of grant agreements (in-
cluding fixed amount awards), coopera-
tive agreements, and contracts. 


RECORD RETENTION AND ACCESS 


§ 200.333 Retention requirements for 
records. 


Financial records, supporting docu-
ments, statistical records, and all 
other non-Federal entity records perti-
nent to a Federal award must be re-
tained for a period of three years from 
the date of submission of the final ex-
penditure report or, for Federal awards 
that are renewed quarterly or annu-
ally, from the date of the submission of 
the quarterly or annual financial re-
port, respectively, as reported to the 
Federal awarding agency or pass- 
through entity in the case of a sub-
recipient. Federal awarding agencies 
and pass-through entities must not im-
pose any other record retention re-
quirements upon non-Federal entities. 
The only exceptions are the following: 


(a) If any litigation, claim, or audit 
is started before the expiration of the 


3-year period, the records must be re-
tained until all litigation, claims, or 
audit findings involving the records 
have been resolved and final action 
taken. 


(b) When the non-Federal entity is 
notified in writing by the Federal 
awarding agency, cognizant agency for 
audit, oversight agency for audit, cog-
nizant agency for indirect costs, or 
pass-through entity to extend the re-
tention period. 


(c) Records for real property and 
equipment acquired with Federal funds 
must be retained for 3 years after final 
disposition. 


(d) When records are transferred to or 
maintained by the Federal awarding 
agency or pass-through entity, the 3- 
year retention requirement is not ap-
plicable to the non-Federal entity. 


(e) Records for program income 
transactions after the period of per-
formance. In some cases recipients 
must report program income after the 
period of performance. Where there is 
such a requirement, the retention pe-
riod for the records pertaining to the 
earning of the program income starts 
from the end of the non-Federal enti-
ty’s fiscal year in which the program 
income is earned. 


(f) Indirect cost rate proposals and 
cost allocations plans. This paragraph 
applies to the following types of docu-
ments and their supporting records: in-
direct cost rate computations or pro-
posals, cost allocation plans, and any 
similar accounting computations of 
the rate at which a particular group of 
costs is chargeable (such as computer 
usage chargeback rates or composite 
fringe benefit rates). 


(1) If submitted for negotiation. If the 
proposal, plan, or other computation is 
required to be submitted to the Federal 
Government (or to the pass-through 
entity) to form the basis for negotia-
tion of the rate, then the 3-year reten-
tion period for its supporting records 
starts from the date of such submis-
sion. 


(2) If not submitted for negotiation. If 
the proposal, plan, or other computa-
tion is not required to be submitted to 
the Federal Government (or to the 
pass-through entity) for negotiation 
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purposes, then the 3-year retention pe-
riod for the proposal, plan, or computa-
tion and its supporting records starts 
from the end of the fiscal year (or 
other accounting period) covered by 
the proposal, plan, or other computa-
tion. 


§ 200.334 Requests for transfer of 
records. 


The Federal awarding agency must 
request transfer of certain records to 
its custody from the non-Federal enti-
ty when it determines that the records 
possess long-term retention value. 
However, in order to avoid duplicate 
recordkeeping, the Federal awarding 
agency may make arrangements for 
the non-Federal entity to retain any 
records that are continuously needed 
for joint use. 


§ 200.335 Methods for collection, trans-
mission and storage of information. 


In accordance with the May 2013 Ex-
ecutive Order on Making Open and Ma-
chine Readable the New Default for 
Government Information, the Federal 
awarding agency and the non-Federal 
entity should, whenever practicable, 
collect, transmit, and store Federal 
award-related information in open and 
machine readable formats rather than 
in closed formats or on paper. The Fed-
eral awarding agency or pass-through 
entity must always provide or accept 
paper versions of Federal award-related 
information to and from the non-Fed-
eral entity upon request. If paper cop-
ies are submitted, the Federal award-
ing agency or pass-through entity must 
not require more than an original and 
two copies. When original records are 
electronic and cannot be altered, there 
is no need to create and retain paper 
copies. When original records are 
paper, electronic versions may be sub-
stituted through the use of duplication 
or other forms of electronic media pro-
vided that they are subject to periodic 
quality control reviews, provide rea-
sonable safeguards against alteration, 
and remain readable. 


§ 200.336 Access to records. 
(a) Records of non-Federal entities. 


The Federal awarding agency, Inspec-
tors General, the Comptroller General 
of the United States, and the pass- 


through entity, or any of their author-
ized representatives, must have the 
right of access to any documents, pa-
pers, or other records of the non-Fed-
eral entity which are pertinent to the 
Federal award, in order to make au-
dits, examinations, excerpts, and tran-
scripts. The right also includes timely 
and reasonable access to the non-Fed-
eral entity’s personnel for the purpose 
of interview and discussion related to 
such documents. 


(b) Only under extraordinary and 
rare circumstances would such access 
include review of the true name of vic-
tims of a crime. Routine monitoring 
cannot be considered extraordinary and 
rare circumstances that would neces-
sitate access to this information. When 
access to the true name of victims of a 
crime is necessary, appropriate steps to 
protect this sensitive information must 
be taken by both the non-Federal enti-
ty and the Federal awarding agency. 
Any such access, other than under a 
court order or subpoena pursuant to a 
bona fide confidential investigation, 
must be approved by the head of the 
Federal awarding agency or delegate. 


(c) Expiration of right of access. The 
rights of access in this section are not 
limited to the required retention pe-
riod but last as long as the records are 
retained. Federal awarding agencies 
and pass-through entities must not im-
pose any other access requirements 
upon non-Federal entities. 


§ 200.337 Restrictions on public access 
to records. 


No Federal awarding agency may 
place restrictions on the non-Federal 
entity that limit public access to the 
records of the non-Federal entity perti-
nent to a Federal award, except for 
protected personally identifiable infor-
mation (PII) or when the Federal 
awarding agency can demonstrate that 
such records will be kept confidential 
and would have been exempted from 
disclosure pursuant to the Freedom of 
Information Act (5 U.S.C. 552) or con-
trolled unclassified information pursu-
ant to Executive Order 13556 if the 
records had belonged to the Federal 
awarding agency. The Freedom of In-
formation Act (5 U.S.C. 552) (FOIA) 
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does not apply to those records that re-
main under a non-Federal entity’s con-
trol except as required under § 200.315 
Intangible property. Unless required by 
Federal, state, local, and tribal stat-
ute, non-Federal entities are not re-
quired to permit public access to their 
records. The non-Federal entity’s 
records provided to a Federal agency 
generally will be subject to FOIA and 
applicable exemptions. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014] 


REMEDIES FOR NONCOMPLIANCE 


§ 200.338 Remedies for noncompliance. 
If a non-Federal entity fails to com-


ply with Federal statutes, regulations 
or the terms and conditions of a Fed-
eral award, the Federal awarding agen-
cy or pass-through entity may impose 
additional conditions, as described in 
§ 200.207 Specific conditions. If the Fed-
eral awarding agency or pass-through 
entity determines that noncompliance 
cannot be remedied by imposing addi-
tional conditions, the Federal awarding 
agency or pass-through entity may 
take one or more of the following ac-
tions, as appropriate in the cir-
cumstances: 


(a) Temporarily withhold cash pay-
ments pending correction of the defi-
ciency by the non-Federal entity or 
more severe enforcement action by the 
Federal awarding agency or pass- 
through entity. 


(b) Disallow (that is, deny both use of 
funds and any applicable matching 
credit for) all or part of the cost of the 
activity or action not in compliance. 


(c) Wholly or partly suspend or ter-
minate the Federal award. 


(d) Initiate suspension or debarment 
proceedings as authorized under 2 CFR 
part 180 and Federal awarding agency 
regulations (or in the case of a pass- 
through entity, recommend such a pro-
ceeding be initiated by a Federal 
awarding agency). 


(e) Withhold further Federal awards 
for the project or program. 


(f) Take other remedies that may be 
legally available. 


§ 200.339 Termination. 
(a) The Federal award may be termi-


nated in whole or in part as follows: 


(1) By the Federal awarding agency 
or pass-through entity, if a non-Fed-
eral entity fails to comply with the 
terms and conditions of a Federal 
award; 


(2) By the Federal awarding agency 
or pass-through entity for cause; 


(3) By the Federal awarding agency 
or pass-through entity with the con-
sent of the non-Federal entity, in 
which case the two parties must agree 
upon the termination conditions, in-
cluding the effective date and, in the 
case of partial termination, the portion 
to be terminated; or 


(4) By the non-Federal entity upon 
sending to the Federal awarding agen-
cy or pass-through entity written noti-
fication setting forth the reasons for 
such termination, the effective date, 
and, in the case of partial termination, 
the portion to be terminated. However, 
if the Federal awarding agency or pass- 
through entity determines in the case 
of partial termination that the reduced 
or modified portion of the Federal 
award or subaward will not accomplish 
the purposes for which the Federal 
award was made, the Federal awarding 
agency or pass-through entity may ter-
minate the Federal award in its en-
tirety. 


(b) When a Federal awarding agency 
terminates a Federal award prior to 
the end of the period of performance 
due to the non-Federal entity’s mate-
rial failure to comply with the Federal 
award terms and conditions, the Fed-
eral awarding agency must report the 
termination to the OMB-designated in-
tegrity and performance system acces-
sible through SAM (currently FAPIIS). 


(1) The information required under 
paragraph (b) of this section is not to 
be reported to designated integrity and 
performance system until the non-Fed-
eral entity either— 


(i) Has exhausted its opportunities to 
object or challenge the decision, see 
§ 200.341 Opportunities to object, hear-
ings and appeals; or 


(ii) Has not, within 30 calendar days 
after being notified of the termination, 
informed the Federal awarding agency 
that it intends to appeal the Federal 
awarding agency’s decision to termi-
nate. 


(2) If a Federal awarding agency, 
after entering information into the 
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OMB Guidance § 200.341 


designated integrity and performance 
system about a termination, subse-
quently: 


(i) Learns that any of that informa-
tion is erroneous, the Federal awarding 
agency must correct the information in 
the system within three business days; 


(ii) Obtains an update to that infor-
mation that could be helpful to other 
Federal awarding agencies, the Federal 
awarding agency is strongly encour-
aged to amend the information in the 
system to incorporate the update in a 
timely way. 


(3) Federal awarding agencies, shall 
not post any information that will be 
made publicly available in the non- 
public segment of designated integrity 
and performance system that is cov-
ered by a disclosure exemption under 
the Freedom of Information Act. If the 
non-Federal entity asserts within 
seven calendar days to the Federal 
awarding agency who posted the infor-
mation, that some of the information 
made publicly available is covered by a 
disclosure exemption under the Free-
dom of Information Act, the Federal 
awarding agency who posted the infor-
mation must remove the posting with-
in seven calendar days of receiving the 
assertion. Prior to reposting the releas-
able information, the Federal agency 
must resolve the issue in accordance 
with the agency’s Freedom of Informa-
tion Act procedures. 


(c) When a Federal award is termi-
nated or partially terminated, both the 
Federal awarding agency or pass- 
through entity and the non-Federal en-
tity remain responsible for compliance 
with the requirements in §§ 200.343 
Closeout and 200.344 Post-closeout ad-
justments and continuing responsibil-
ities. 


[78 FR 78608, Dec. 26, 2013, as amended at 80 
FR 43309, July 22, 2015] 


§ 200.340 Notification of termination 
requirement. 


(a) The Federal agency or pass- 
through entity must provide to the 
non-Federal entity a notice of termi-
nation. 


(b) If the Federal award is terminated 
for the non-Federal entity’s material 
failure to comply with the Federal 
statutes, regulations, or terms and 


conditions of the Federal award, the 
notification must state that— 


(1) The termination decision will be 
reported to the OMB-designated integ-
rity and performance system accessible 
through SAM (currently FAPIIS); 


(2) The information will be available 
in the OMB-designated integrity and 
performance system for a period of five 
years from the date of the termination, 
then archived; 


(3) Federal awarding agencies that 
consider making a Federal award to 
the non-Federal entity during that five 
year period must consider that infor-
mation in judging whether the non- 
Federal entity is qualified to receive 
the Federal award, when the Federal 
share of the Federal award is expected 
to exceed the simplified acquisition 
threshold over the period of perform-
ance; 


(4) The non-Federal entity may com-
ment on any information the OMB-des-
ignated integrity and performance sys-
tem contains about the non-Federal en-
tity for future consideration by Fed-
eral awarding agencies. The non-Fed-
eral entity may submit comments to 
the awardee integrity and performance 
portal accessible through SAM (cur-
rently (CPARS). 


(5) Federal awarding agencies will 
consider non-Federal entity comments 
when determining whether the non- 
Federal entity is qualified for a future 
Federal award. 


(c) Upon termination of a Federal 
award, the Federal awarding agency 
must provide the information required 
under FFATA to the Federal Web site 
established to fulfill the requirements 
of FFATA, and update or notify any 
other relevant governmentwide sys-
tems or entities of any indications of 
poor performance as required by 41 
U.S.C. 417b and 31 U.S.C. 3321 and im-
plementing guidance at 2 CFR part 77 
(forthcoming at time of publication). 
See also the requirements for Suspen-
sion and Debarment at 2 CFR part 180. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014; 80 FR 43310, July 22, 
2015] 


§ 200.341 Opportunities to object, hear-
ings and appeals. 


Upon taking any remedy for non- 
compliance, the Federal awarding 
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2 CFR Ch. II (1–1–17 Edition) § 200.342 


agency must provide the non-Federal 
entity an opportunity to object and 
provide information and documenta-
tion challenging the suspension or ter-
mination action, in accordance with 
written processes and procedures pub-
lished by the Federal awarding agency. 
The Federal awarding agency or pass- 
through entity must comply with any 
requirements for hearings, appeals or 
other administrative proceedings to 
which the non-Federal entity is enti-
tled under any statute or regulation 
applicable to the action involved. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014] 


§ 200.342 Effects of suspension and ter-
mination. 


Costs to the non-Federal entity re-
sulting from obligations incurred by 
the non-Federal entity during a sus-
pension or after termination of a Fed-
eral award or subaward are not allow-
able unless the Federal awarding agen-
cy or pass-through entity expressly au-
thorizes them in the notice of suspen-
sion or termination or subsequently. 
However, costs during suspension or 
after termination are allowable if: 


(a) The costs result from obligations 
which were properly incurred by the 
non-Federal entity before the effective 
date of suspension or termination, are 
not in anticipation of it; and 


(b) The costs would be allowable if 
the Federal award was not suspended 
or expired normally at the end of the 
period of performance in which the ter-
mination takes effect. 


CLOSEOUT 


§ 200.343 Closeout. 
The Federal awarding agency or pass- 


through entity will close-out the Fed-
eral award when it determines that all 
applicable administrative actions and 
all required work of the Federal award 
have been completed by the non-Fed-
eral entity. This section specifies the 
actions the non-Federal entity and 
Federal awarding agency or pass- 
through entity must take to complete 
this process at the end of the period of 
performance. 


(a) The non-Federal entity must sub-
mit, no later than 90 calendar days 
after the end date of the period of per-


formance, all financial, performance, 
and other reports as required by the 
terms and conditions of the Federal 
award. The Federal awarding agency or 
pass-through entity may approve ex-
tensions when requested by the non- 
Federal entity. 


(b) Unless the Federal awarding agen-
cy or pass-through entity authorizes an 
extension, a non-Federal entity must 
liquidate all obligations incurred under 
the Federal award not later than 90 
calendar days after the end date of the 
period of performance as specified in 
the terms and conditions of the Federal 
award. 


(c) The Federal awarding agency or 
pass-through entity must make prompt 
payments to the non-Federal entity for 
allowable reimbursable costs under the 
Federal award being closed out. 


(d) The non-Federal entity must 
promptly refund any balances of unob-
ligated cash that the Federal awarding 
agency or pass-through entity paid in 
advance or paid and that are not au-
thorized to be retained by the non-Fed-
eral entity for use in other projects. 
See OMB Circular A–129 and see 
§ 200.345 Collection of amounts due, for 
requirements regarding unreturned 
amounts that become delinquent debts. 


(e) Consistent with the terms and 
conditions of the Federal award, the 
Federal awarding agency or pass- 
through entity must make a settle-
ment for any upward or downward ad-
justments to the Federal share of costs 
after closeout reports are received. 


(f) The non-Federal entity must ac-
count for any real and personal prop-
erty acquired with Federal funds or re-
ceived from the Federal Government in 
accordance with §§ 200.310 Insurance 
coverage through 200.316 Property trust 
relationship and 200.329 Reporting on 
real property. 


(g) The Federal awarding agency or 
pass-through entity should complete 
all closeout actions for Federal awards 
no later than one year after receipt and 
acceptance of all required final reports. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014] 
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OMB Guidance § 200.400 


POST-CLOSEOUT ADJUSTMENTS AND 
CONTINUING RESPONSIBILITIES 


§ 200.344 Post-closeout adjustments 
and continuing responsibilities. 


(a) The closeout of a Federal award 
does not affect any of the following: 


(1) The right of the Federal awarding 
agency or pass-through entity to dis-
allow costs and recover funds on the 
basis of a later audit or other review. 
The Federal awarding agency or pass- 
through entity must make any cost 
disallowance determination and notify 
the non-Federal entity within the 
record retention period. 


(2) The obligation of the non-Federal 
entity to return any funds due as a re-
sult of later refunds, corrections, or 
other transactions including final indi-
rect cost rate adjustments. 


(3) Audit requirements in Subpart 
F—Audit Requirements of this part. 


(4) Property management and dis-
position requirements in Subpart D— 
Post Federal Award Requirements of 
this part, §§ 200.310 Insurance Coverage 
through 200.316 Property trust relation-
ship. 


(5) Records retention as required in 
Subpart D—Post Federal Award Re-
quirements of this part, §§ 200.333 Re-
tention requirements for records 
through 200.337 Restrictions on public 
access to records. 


(b) After closeout of the Federal 
award, a relationship created under the 
Federal award may be modified or 
ended in whole or in part with the con-
sent of the Federal awarding agency or 
pass-through entity and the non-Fed-
eral entity, provided the responsibil-
ities of the non-Federal entity referred 
to in paragraph (a) of this section, in-
cluding those for property management 
as applicable, are considered and provi-
sions made for continuing responsibil-
ities of the non-Federal entity, as ap-
propriate. 


[78 FR 78608, Dec. 26, 2013, as amended at 79 
FR 75885, Dec. 19, 2014] 


COLLECTION OF AMOUNTS DUE 


§ 200.345 Collection of amounts due. 
(a) Any funds paid to the non-Federal 


entity in excess of the amount to 
which the non-Federal entity is finally 
determined to be entitled under the 


terms of the Federal award constitute 
a debt to the Federal Government. If 
not paid within 90 calendar days after 
demand, the Federal awarding agency 
may reduce the debt by: 


(1) Making an administrative offset 
against other requests for reimburse-
ments; 


(2) Withholding advance payments 
otherwise due to the non-Federal enti-
ty; or 


(3) Other action permitted by Federal 
statute. 


(b) Except where otherwise provided 
by statutes or regulations, the Federal 
awarding agency will charge interest 
on an overdue debt in accordance with 
the Federal Claims Collection Stand-
ards (31 CFR parts 900 through 999). The 
date from which interest is computed 
is not extended by litigation or the fil-
ing of any form of appeal. 


Subpart E—Cost Principles 


GENERAL PROVISIONS 


§ 200.400 Policy guide. 


The application of these cost prin-
ciples is based on the fundamental 
premises that: 


(a) The non-Federal entity is respon-
sible for the efficient and effective ad-
ministration of the Federal award 
through the application of sound man-
agement practices. 


(b) The non-Federal entity assumes 
responsibility for administering Fed-
eral funds in a manner consistent with 
underlying agreements, program objec-
tives, and the terms and conditions of 
the Federal award. 


(c) The non-Federal entity, in rec-
ognition of its own unique combination 
of staff, facilities, and experience, has 
the primary responsibility for employ-
ing whatever form of sound organiza-
tion and management techniques may 
be necessary in order to assure proper 
and efficient administration of the 
Federal award. 


(d) The application of these cost prin-
ciples should require no significant 
changes in the internal accounting 
policies and practices of the non-Fed-
eral entity. However, the accounting 
practices of the non-Federal entity 
must be consistent with these cost 
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Attachment 11 


AGREEMENT TO WAIVE RIGHTS TO FULL COMPENSATION 


 


I understand that the Grant Recipient Name requires [an easement / partial fee interest / fee simple title interest] 
in the following property which I own for the purpose of implementing Describe Project: 


 


[Insert Legal Description] 


 


I further understand that the Grant Recipient Name is required, under the provisions of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970, as amended, to offer to purchase the above-
referenced rights in such property for an amount not less than the fair market value as established by an 
independent appraisal and review appraisal of the property.  I certify, by my signature below, the Grant Recipient 
Name has, in fact, advised me fully of my rights and offered to purchase the property as stipulated above. 


 


Having been informed of my right to just compensation for any interest in my real property which is acquired 
Grant Recipient Name, I freely and without duress agree to give and convey to the Grant Recipient Name the 
interest described above and to decline any right to compensation or payment of the fair market value for the 
aforementioned property or interest therein and do hereby release the Grant Recipient Name from said 
obligations. 


 


__________________________________________ ____________________ 


(Signature of Owner) (Date) 


 


__________________________________________ ____________________ 


(Signature of Witness) (Date) 


 


__________________________________________ ____________________ 


(Signature of Acquiring Official) (Date) 


 


Italic type = customize as appropriate 


 


[      /      ] = select appropriate option 


 








Attachment 12 


STATEMENT OF THE BASIS FOR DETERMINING JUST COMPENSATION 


 


q Description and Location of Property to be Acquired 


 


 Indicate the street address, lot and block number or other location description of the property to be 
acquired. 


 


 


q Interest to be Acquired 


 


 Indicate whether the acquisition is an easement, partial fee or fee simple title. 


 


 


q Description of Buildings, Structures and Other Improvements 


 


 Identify structures which are considered to be part of the real property for which compensation is made.  
Include building equipment and trade fixtures, if appropriate. 


 


q Description of Separately Held Ownership Interest 


 


 Identify, if appropriate, any tenant-owned improvements, indicating that such interest is not covered by 
the offer. 


 


q Amount Offered 


 


 Indicate the total compensation to be offered.  If this is a partial acquisition, any payments for damages 
should be listed separately from the compensation paid for the property rights. 


 


Approved for the Grant Recipient Name 


 


 


______________________________________ _______________ 


(Signature of Acquiring Official) (Date) 







Attachment 12 


 








Attachment 13 


STATEMENT OF SETTLEMENT COSTS 


 


Name of Property Owner: 


 


Identification of Acquired Property: 


 


 


 


Expenses Incidental to Transfer of Title Paid by Grant 
Recipient 


 Paid by Owner 


1.   Recording Fees   


2.   Transfer Taxes   


3.   State Tax Stamps   


4.   Survey and Legal Description   


5.   Pre-Payment Penalties   


6.   Pro-rata Portion of Prepaid Taxes and Public Service Charges   


7.   Other (Describe)   


   


   


   


TOTALS   


 


 


 


This Statement of Costs is certified as true and correct: 


 


 


Signed:  __________________________________________ _____________________ 


  (Closing Attorney)  (Date) 
 


 








Attachment 14 


RELOCATION INDIVIDUAL HOUSEHOLD FILE REQUIREMENTS 


 


The following information must be included in the General Relocation File: 


 1. Displacement Policy 


 2. Demographic Profile of Tenants 


 3. General Correspondence 


 4. Tenant Occupancy Form 


 5. ODOC Monitoring Documentation 


The following information on each person or household that is displaced as a result of project activities must be 
included in the files: 


 


 1. Copies of Notice (plus verification of receipt) 


 2. Income Data of Tenant or Business 


 3. Description of Relocation Payment Requirements 


 4. Documentation of Rent Determination 


 5. Temporary Relocation Documentation 


 6. Inspection of New Dwelling 


 7. Displacement Notice (plus verification of receipt) 


 8. Record of Advisory Services 


 9. 90 Day Notice 


 10. 30 Day Notice 


 11. New Dwelling Inspection Receipts 


 12. Payment of Claims 


 13. Last Resort Housing 


 14. Inspection 


 15. Appeals 


 16. General Correspondence 


 17. Replacement Housing Records 
 








Attachment 15 


 


RESIDENTIAL ANTI-DISPLACEMENT 


And RELOCATION ASSISTANCE PLAN 


(Grant Recipient Letterhead] 


 


 


The                [City / County]                  of _______________________ will undertake public facility improvements 
funded through the Community Development Block Grant Program.  No demolition or conversion of low- and/or 
moderate-income dwelling units is anticipated by the                [City / County]                  of 
_______________________ in conjunction with the activities assisted with these funds.  Under Section 104(d) of 
the Housing and Community Development Act of 1974, as amended, if such demolition or conversion occurs, 
before obligating or expending funds that will directly result in such demolition or conversion, the          [City / 
County]        of _______________________ will make public and submit to the Oklahoma Department of 
Commerce the following information in writing: 


 


 1. A description of the proposed assisted activity; 


 


 2. The location on a map and number of dwelling units by size (number of bedrooms) that will be 
demolished or converted to a use other than as low-and moderate-income dwelling units as a direct result of the 
assisted activity; 


 


 3. A time schedule for the commencement and completion of the demolition or conversion; 


 


 4. The location on a map and number of dwelling units by size (number of bedrooms) that will be 
provided as replacement dwelling units; 


 


 5. The source of funding and a time schedule for the provision of replacement dwelling units; 


 


 6. The basis for concluding that each replacement dwelling unit will remain a low- and moderate-
income dwelling for at least ten (10) years from the date of initial occupancy; and 


 


 7. Information demonstrating that any proposed replacement of dwelling units with smaller 
dwelling units is consistent with the housing needs of low- and moderate-income households in the jurisdiction. 


 


If displacement of low- and moderate-income households occurs in conjunction with the public facilities 
improvements funded with CDBG funds, the                [City / County]                  will provide relocation assistance as 
described in 570.606 (b) to each low- and moderate-income-household displaced by the demolition of housing or 
by the conversion of a low- and moderate-income dwelling to another use as a direct result of assisted activities. 








Attachment 16 


 


NOTICE TO PROSPECTIVE BUYERS OF PROPERTIES 


LOCATED IN RUNWAY CLEAR ZONES  


AND CLEAR ZONES/ACCIDENT POTENTIAL ZONES 


 


(In accordance with 24 CFR Part 51, Section 51.303(a)(3), this notice must be given to anyone interested either in 
buying an existing HUD property, or using HUD assistance to buy an existing property, which is located in either a 
Runway Clear Zone at a civil airport or a Clear Zone/Accident Potential Zone at a military installation.) 


          


 


The property which you are interested in purchasing at                                             is located in the Runway Clear 
Zone/Clear Zone/Accident Potential Zone for                                                                     . 


 


Studies have shown that if an accident were to occur it is more likely to occur within the Runway Clear Zone/Clear 
Zone/Accident Potential Zone than in other areas around the airport/airfield.  Please note that we are not 
discussing the chances that an accident will occur, only where one is most likely to occur. 


 


You should also be aware that the airport/airfield operator may wish to purchase the property at some point in the 
future as part of a Runway Clear Zone/Clear Zone/Accident Potential Zone acquisition program.  Such programs 
have been underway for many years at airports and airfields across the country.  We cannot predict if or when this 
might happen since it is a function of many factors, particularly the availability of funds, but it is a possibility. 


 


We wanted to bring this information to your attention.  Your signature on the space below indicates that you are 
now aware that the property you are interested in is located in a Runway Clear Zone/Clear Zone/Accident Potential 
Zone. 


 


_____________________________________________ Date_________________________   
       


Signature of prospective buyer          


 


_____________________________________________ 


Type or print name of prospective buyer 


 


(This notice must be maintained as part of the file on this action.) 
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Oklahoma Department of Commerce (ODOC) - Community Development Block Grant Program
Request for Release of Funds & Removal of Contract Conditions Checklist


Initiate a Request for Release of Funds in OKGrants. Prepare Checklist, save as "RROF Checklist_Name_Contract 
Number" & upload (do not scan checklist).  Upload all applicable Items with supporting documents as individual 
files using the checklist as a guide into ROF Menu - Uploads, change status to submit by the Authorized Official. 


Grant Recipient Name: 


CDBG Contract Number: 


Describe Project(brief): 


Submitted 
Items - 
GRANTEE 


Reviewed 
Items – 
ODOC ONLY 


1a. 1a. 


1b. 1b. 


Determine Level of Environmental Review - Please complete 
separate environmental forms for each applicable activity & refer to 
the CDBG Sub-Recipient Management Guide and Forms. 


1. Exempt Activity - Complete and Upload Forms into OKGrants
a. Part 58 Environmental Review–Exempt Activity (Form 403.2)


*Be sure to ONLY include funds committed to Exempt Activities under Sec.
58.34 (a)(3) (i.e., Consulting, Engineering, Inspection/professional services)


2.
2a. 2a. a.


Categorically Excluded NOT Subject to 58.5:
Part 58 Environmental Review-Exempt-CENST Format (Form 403.2) 
Complete and Upload Categorically Excluded Not Subject to Section 58.5 
Form (Pursuant to 24 CFR Part 58.35(b))


*Be sure to ONLY include funds committed to Categorically Excluded
activities under 58.35(b)(3) (ex. Purchase of Fire Truck)


 Categorically Excluded SUBJECT TO 58.5 - Complete All Worksheets 


Upload individually with supporting documentation https://
www.hudexchange.info/programs/environmental-review/federal- 
related-laws-and-authorities/


Env. 
Worksheets


1.Airport Hazards 5.Coastal Zone 
Mgmt.


9.Farmland 
Protection 


13.Sole Source 
Aquifers


2.Coastal Barrier
Resources


6.Contamination & 
Toxic substance


10.Floodplain 
Management


14.Wetlands 
Protection 


3.Flood Insurance 7.Endangered 
Species


11.Historic
Preservation 


15.Wild and 
Scenic Rivers 


4.Air Quality 8.Explosive & 
Flammable
Facilities


12.Noise 
Abatement & 
Control


16.Environmental 
Justice


b. Contractor Debarment/Exclusion Review Cert (Form 407.2) Verify with
DUNS # and upload   www.SAM.gov


c. Procurement -Exempt Activities - UPLOAD RFP/RFQ & Service Contracts 1c. 1c. 


3. 3. 3.


Env. 
Worksheets



https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/

https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/

https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/

https://www.hudexchange.info/programs/environmental-review/federal-related-laws-and-authorities/

https://www.hudexchange.info/programs/environmental-review/federal-related-laws-and-authorities/

https://www.hudexchange.info/programs/environmental-review/airport-hazards/

https://www.hudexchange.info/programs/environmental-review/coastal-zone-management/

https://www.hudexchange.info/programs/environmental-review/coastal-zone-management/

https://www.hudexchange.info/programs/environmental-review/farmlands-protection/

https://www.hudexchange.info/programs/environmental-review/farmlands-protection/

https://www.hudexchange.info/programs/environmental-review/sole-source-aquifers/

https://www.hudexchange.info/programs/environmental-review/sole-source-aquifers/

https://www.hudexchange.info/programs/environmental-review/coastal-barrier-resources/

https://www.hudexchange.info/programs/environmental-review/coastal-barrier-resources/

https://www.hudexchange.info/programs/environmental-review/site-contamination/

https://www.hudexchange.info/programs/environmental-review/site-contamination/

https://www.hudexchange.info/programs/environmental-review/floodplain-management/

https://www.hudexchange.info/programs/environmental-review/floodplain-management/

https://www.hudexchange.info/programs/environmental-review/wetlands-protection/

https://www.hudexchange.info/programs/environmental-review/wetlands-protection/

https://www.hudexchange.info/programs/environmental-review/flood-insurance/

https://www.hudexchange.info/programs/environmental-review/endangered-species/

https://www.hudexchange.info/programs/environmental-review/endangered-species/

https://www.hudexchange.info/programs/environmental-review/historic-preservation/

https://www.hudexchange.info/programs/environmental-review/historic-preservation/

https://www.hudexchange.info/programs/environmental-review/wild-and-scenic-rivers/

https://www.hudexchange.info/programs/environmental-review/wild-and-scenic-rivers/

https://www.hudexchange.info/programs/environmental-review/air-quality/

https://www.hudexchange.info/programs/environmental-review/explosive-and-flammable-facilities/

https://www.hudexchange.info/programs/environmental-review/explosive-and-flammable-facilities/

https://www.hudexchange.info/programs/environmental-review/explosive-and-flammable-facilities/

https://www.hudexchange.info/programs/environmental-review/noise-abatement-and-control/

https://www.hudexchange.info/programs/environmental-review/noise-abatement-and-control/

https://www.hudexchange.info/programs/environmental-review/noise-abatement-and-control/

https://www.hudexchange.info/programs/environmental-review/environmental-justice/

https://www.hudexchange.info/programs/environmental-review/environmental-justice/

www.SAM.gov

https://www.hudexchange.info/programs/environmental-review/federal-related-laws-and-authorities/
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3. CATEX Form


d.


e.


Historical Clearance Letter (SHPO & THPO)(403 Attachment 29,30,31) 
https://www.okhistory.org/shpo/section106.htm
https://www.okhistory.org/shpo/tribal106
Archaeological Survey Letter - https://www.ou.edu/archsurvey/cultural-
resource-management/agencies-and-applicants


Activity located in a Floodplain? https://www.hudexchange.info/
programs/environmental-review/floodplain-management/
FEMA FIRMette Map (Please provide Panel No. & Date below)


 Eight Step Analysis (24 CFR Part 55.20)    Upload or blank if N/A:
Early Notice (must be published one time, 15 day comment period)
Final Notice (must be published one time, 7 day comment period)
(403 Attachment 25)


3a. 


3b. 


3c. 


3d. 


3e. 


3f. 


3a. 


3b. 


3c. 


3d. 


3e. 


3f. 


Env. 
Worksheets


1.Airport Hazards 5.Coastal Zone
Mgmt.


9.Farmland
Protection


13.Sole Source
Aquifers


2.Coastal Barrier
Resources


6.Contamination &
Toxic Substance 


10.Floodplain
Management 


14.Wetlands
Protection


3.Flood Insurance 7.Endangered 
Species 


11.Historic
Preservation 


15.Wild and Scenic 
Rivers


4.Air Quality 8.Explosive & 
Flammable
Facilities


12. Noise
Abatement & 
Control


16.Environmental 
Justice


f.


Notice of Intent (Proof of Publication or Posting) (403 Attachment 26)


DIST LIST (403 Attachment 20)- Distribute the Notice to the appropriate 
agencies and interested parties in relation to the activity and upload with 
publication


REQUEST RELEASE OF FUNDS - 7015.15 (Form 403.6)


Environmental Assessment (EA) - Complete All Worksheets
Upload individually with supporting documentation https://
www.hudexchange.info/programs/environmental-review/federal-
related-laws-and-authorities/


Complete and Upload Categorically Excluded Form: 
Categorically Excluded under 58.35(a)(CEST) (Form 403.3) 
*Be sure to ONLY include funds committed to  Categorically Excluded
activities under 58.35(a); (i.e., Replacement of water/sewer lines, reconstruction of
curbs and sidewalks, repaving of streets)


Did the CE Form 403.3 (statutory checklist) 
convert the activity to exempt at 58.34 (a)(12)?
IF YES, skip to complete Item f. RROF 7015.15  


IF NO, complete c,d,e,f, as applicable to activity:
(activity improvements that exceed 20%; 


compliance/mitigation to any related authority)


a.


b.


c.


4.


Env. 


Worksheets


4. 4.


3. CATEX Form



https://www.hudexchange.info/programs/environmental-review/floodplain-management/

https://www.hudexchange.info/programs/environmental-review/floodplain-management/

https://www.hudexchange.info/resource/2338/hud-form-701515-request-release-funds-certification/

https://www.hudexchange.info/programs/environmental-review/airport-hazards/

https://www.hudexchange.info/programs/environmental-review/coastal-zone-management/

https://www.hudexchange.info/programs/environmental-review/coastal-zone-management/

https://www.hudexchange.info/programs/environmental-review/farmlands-protection/

https://www.hudexchange.info/programs/environmental-review/farmlands-protection/

https://www.hudexchange.info/programs/environmental-review/sole-source-aquifers/

https://www.hudexchange.info/programs/environmental-review/sole-source-aquifers/

https://www.hudexchange.info/programs/environmental-review/site-contamination/

https://www.hudexchange.info/programs/environmental-review/site-contamination/

https://www.hudexchange.info/programs/environmental-review/floodplain-management/

https://www.hudexchange.info/programs/environmental-review/floodplain-management/

https://www.hudexchange.info/programs/environmental-review/wetlands-protection/

https://www.hudexchange.info/programs/environmental-review/wetlands-protection/

https://www.hudexchange.info/programs/environmental-review/flood-insurance/

https://www.hudexchange.info/programs/environmental-review/endangered-species/

https://www.hudexchange.info/programs/environmental-review/endangered-species/

https://www.hudexchange.info/programs/environmental-review/historic-preservation/

https://www.hudexchange.info/programs/environmental-review/historic-preservation/

https://www.hudexchange.info/programs/environmental-review/wild-and-scenic-rivers/

https://www.hudexchange.info/programs/environmental-review/wild-and-scenic-rivers/

https://www.hudexchange.info/programs/environmental-review/air-quality/

https://www.hudexchange.info/programs/environmental-review/explosive-and-flammable-facilities/

https://www.hudexchange.info/programs/environmental-review/explosive-and-flammable-facilities/

https://www.hudexchange.info/programs/environmental-review/explosive-and-flammable-facilities/

https://www.hudexchange.info/programs/environmental-review/noise-abatement-and-control/

https://www.hudexchange.info/programs/environmental-review/noise-abatement-and-control/

https://www.hudexchange.info/programs/environmental-review/noise-abatement-and-control/

https://www.hudexchange.info/programs/environmental-review/environmental-justice/

https://www.hudexchange.info/programs/environmental-review/environmental-justice/

https://www.okhistory.org/shpo/section106.htm

https://www.hudexchange.info/programs/environmental-review/floodplain-management/

https://www.okhistory.org/shpo/tribal106

https://www.ou.edu/archsurvey/cultural-resource-management/agencies-and-applicants

https://www.hudexchange.info/programs/environmental-review/federal-related-laws-and-authorities/
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Complete and Upload Environmental Assessment Form: 4. EA Form 


4a. 


4b. 


4a. 


4b. 


4c. 4c. 


4d. 4d. 


4e. 4e. 


4f. 4f. 


5. 5. 


6. 6. 


7. 7. 


8. 8. 


5. Leverage/Matching Funds (Form 401.1):
 UPLOAD Leverage Confirmation & supporting document as applicable.


6. Insurance & Bonding (as applicable) UPLOAD Items:
 Evidence of City/County general liability insurance coverage
 Evidence of City/County bonding


7. Anti-Displacement Plan (402 Attachment 15)
 UPLOAD Executed Plan


8. Fair Housing Activity - UPLOAD  one (1) activity:
Refer to Project Management Guide - Policy 404


9. Section 3 - UPLOAD Resolution & Plan adopted by grantee:
($200,000) Refer to Project Management Guide - Policy 404


10. Engineer Acknowledgment (Form 403.5)
 UPLOAD Executed Form


11. ODEQ Permit to Construct -UPLOAD for W/S Eng. Contracts & Part II 
Contract Conditions as applicable. Leave blank if N/A


9. 9. 


Preparer Name, Title, & Agency (Typed) ODOC Reviewer Name & Title 


Date Date 


Environmental Assessment Checklist (Form 403.4): 


Historical Clearance Letter (SHPO & THPO) (403 Attachment 29,30,31)
https://www.okhistory.org/shpo/section106.htm
https://www.okhistory.org/shpo/tribal106
Archaeological Survey Letter - https://www.ou.edu/archsurvey/cultural-
resource-management/agencies-and-applicants


Floodplain Management- https://www.hudexchange.info/programs/
environmental-review/floodplain-management/
FEMA FIRMette Map -Please provide Panel No. & Date below:


a.


b.


c.


d.


e.


f.


10. 10.


11. 11.


 Eight Step Analysis (24 CFR Part 55.20)  Upload or blank if N/A:
 Early Notice (must be published one time, 15 day comment period)


 Final Notice (must be published one time, 7 day comment period)
(403 Attachment 25)


Combined Notice (403 Attachment 27)


(Proof of Publication or Posting)


DIST LIST (403 Attachment 20) - Distribute the Notice to the


appropriate agencies and interested parties in relation to the activity
and upload with publication


REQUEST RELEASE OF FUNDS - 7015.15 (Form 403.6)


OTHER REQUIREMENTS


4. EA Form 



https://www.hudexchange.info/programs/environmental-review/floodplain-management/
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Environmental Review 


for Activity/Project that is Exempt or 


Categorically Excluded Not Subject to Section 58.5 
Pursuant to 24 CFR Part 58.34(a) and 58.35(b) 


 


 


Project Information 
 


Project Name: 


 


Responsible Entity:  


 


Grant Recipient (if different than Responsible Entity):  


 


State/Local Identifier: 


 


Preparer: 


 


Certifying Officer Name and Title:   
     


 


Consultant (if applicable): 


 


Project Location: 


 


Description of the Proposed Project [24 CFR 58.32; 40 CFR 1508.25]:  


 
 


 


 


 


 


 


 


 


 


 


Level of Environmental Review Determination: 


 


   Activity/Project is Exempt per 24 CFR 58.34(a): ________________________________ 


 


   Activity/Project is Categorically Excluded Not Subject To §58.5 per 24 CFR 58.35(b): 


____________________ 
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Funding Information 
 


Grant Number HUD Program  Funding Amount  


   


   


 


Estimated Total HUD Funded Amount: 


 


This project anticipates the use of funds or assistance from another Federal agency in 


addition to HUD in the form of (if applicable): 


 


Estimated Total Project Cost (HUD and non-HUD funds) [24 CFR 58.32(d)]: 


 


Compliance with 24 CFR §50.4 and §58.6 Laws and Authorities 


Record below the compliance or conformance determinations for each statute, executive order, or 


regulation.  Provide credible, traceable, and supportive source documentation for each authority. Where 


applicable, complete the necessary reviews or consultations and obtain or note applicable permits of 


approvals. Clearly note citations, dates/names/titles of contacts, and page references. Attach additional 


documentation as appropriate. 


 


Compliance Factors: 


Statutes, Executive Orders, 


and Regulations listed at 24 


CFR 50.4 and 58.6                               


Are formal 


compliance 


steps or 


mitigation 


required? 


 


Compliance determinations  


 


STATUTES, EXECUTIVE ORDERS, AND REGULATIONS LISTED AT 24 CFR §58.6 


Airport Runway Clear Zones 


and Accident Potential Zones  


24 CFR Part 51 Subpart D 


Yes     No 


      


 


Coastal Barrier Resources  


Coastal Barrier Resources Act, as 


amended by the Coastal Barrier 


Improvement Act of 1990 [16 


USC 3501] 


Yes     No 


      


 


Flood Insurance   


Flood Disaster Protection Act of 


1973 and National Flood 


Insurance Reform Act of 1994 


[42 USC 4001-4128 and 42 USC 


5154a] 


Yes     No 
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Mitigation Measures and Conditions [40 CFR 1505.2(c)]  


Summarize below all mitigation measures adopted by the Responsible Entity to reduce, avoid, or 


eliminate adverse environmental impacts and to avoid non-compliance or non-conformance with 


the above-listed authorities and factors. These measures/conditions must be incorporated into 


project contracts, development agreements, and other relevant documents. The staff responsible 


for implementing and monitoring mitigation measures should be clearly identified in the mitigation 


plan. 


 
 


Law, Authority, or Factor  


 


Mitigation Measure 


  


  


  


  
 


 


 


 


 


Preparer Signature: __________________________________________Date:________ 


 


Name/Title/Organization: __________________________________________________ 


 


Responsible Entity Agency Official Signature:  


 


__________________________________________________________Date:________ 


 


Name/Title: _____________________________________________________________ 


 


This original, signed document and related supporting material must be retained on file by the 


Responsible Entity in an Environmental Review Record (ERR) for the activity/project (ref: 24 


CFR Part 58.38) and in accordance with recordkeeping requirements for the HUD program(s).  
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Environmental Review for Activity/Project that is CEST - 


Categorically Excluded Subject to Section 58.5 
Pursuant to 24 CFR 58.35(a) 


 
Project Information 
 


Project Name: 


 


Responsible Entity:  


 


Grant Recipient (if different than Responsible Entity):  


 


State/Local Identifier: 


 


Preparer: 


 


Certifying Officer Name and Title:   
     


Grant Recipient (if different than Responsible Entity): 


 


Consultant (if applicable): 


 


Direct Comments to: 


 


Project Location: 


 


Description of the Proposed Project [24 CFR 50.12 & 58.32; 40 CFR 1508.25]:  


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 
 


Level of Environmental Review Determination:  


Categorically Excluded per 24 CFR 58.35(a), and subject to laws and authorities at 


§58.5:______________________________________________________________   
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Funding Information 
 


Grant Number HUD Program  Funding Amount  


   


   


 


Estimated Total HUD Funded Amount: 


 


 


Estimated Total Project Cost (HUD and non-HUD funds) [24 CFR 58.32(d)]: 


 


 
 


Compliance with 24 CFR 50.4, 58.5, and 58.6 Laws and Authorities 


Record below the compliance or conformance determinations for each statute, executive order, or 


regulation.  Provide credible, traceable, and supportive source documentation for each authority. Where 


applicable, complete the necessary reviews or consultations and obtain or note applicable permits of 


approvals. Clearly note citations, dates/names/titles of contacts, and page references. Attach additional 


documentation as appropriate. 


 


Compliance Factors: 


Statutes, Executive Orders, 


and Regulations listed at 24 


CFR §58.5 and §58.6                               


Are formal 


compliance 


steps or 


mitigation 


required? 


 


Compliance determinations  


 


STATUTES, EXECUTIVE ORDERS, AND REGULATIONS LISTED AT 24 CFR 50.4 


& 58.6 


Airport Hazards  


24 CFR Part 51 Subpart D 


Yes     No 


      


 


Coastal Barrier Resources  


Coastal Barrier Resources Act, as 


amended by the Coastal Barrier 


Improvement Act of 1990 [16 


USC 3501] 


Yes     No 


      


 


Flood Insurance   


Flood Disaster Protection Act of 


1973 and National Flood 


Insurance Reform Act of 1994 


[42 USC 4001-4128 and 42 USC 


5154a] 


Yes     No 
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STATUTES, EXECUTIVE ORDERS, AND REGULATIONS LISTED AT 24 CFR 50.4 


& 58.5 


Clean Air  


Clean Air Act, as amended, 


particularly section 176(c) & (d); 


40 CFR Parts 6, 51, 93 


Yes     No 


      


 


Coastal Zone Management  


Coastal Zone Management Act, 


sections 307(c) & (d) 


Yes     No 


      


  


Contamination and Toxic 


Substances   


24 CFR Part 50.3(i) & 58.5(i)(2) 


Yes     No 


     


 


Endangered Species  


Endangered Species Act of 1973, 


particularly section 7; 50 CFR 


Part 402 


Yes     No 


     


 


Explosive and Flammable 


Hazards 


24 CFR Part 51 Subpart C 


Yes     No 


     


 


Farmlands Protection   


Farmland Protection Policy Act 


of 1981, particularly sections 


1504(b) and 1541; 7 CFR Part 


658 


Yes     No 


     


 


Floodplain Management   


Executive Order 11988, 


particularly section 2(a); 24 CFR 


Part 55 


Yes     No 


     


 


Historic Preservation   


National Historic Preservation 


Act of 1966, particularly sections 


106 and 110; 36 CFR Part 800 


Yes     No 


     


 


Noise Abatement and Control   


Noise Control Act of 1972, as 


amended by the Quiet 


Communities Act of 1978; 24 


CFR Part 51 Subpart B 


Yes     No 
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Sole Source Aquifers   


Safe Drinking Water Act of 1974, 


as amended, particularly section 


1424(e); 40 CFR Part 149 


Yes     No 


     


 


 


Wetlands Protection   


Executive Order 11990, 


particularly sections 2 and 5 


Yes     No 


     


 


 


Wild and Scenic Rivers  


Wild and Scenic Rivers Act of 


1968, particularly section 7(b) 


and (c) 


 


Yes     No 


     
 


 


ENVIRONMENTAL JUSTICE 


Environmental Justice 


Executive Order 12898 


Yes     No 


     


 


 


                                                                                  


Field Inspection (Date and completed by):  


Summary of Findings and Conclusions:  


 


 


 


 
 


Mitigation Measures and Conditions [40 CFR 1505.2(c)]  


Summarize below all mitigation measures adopted by the Responsible Entity to reduce, avoid, or 


eliminate adverse environmental impacts and to avoid non-compliance or non-conformance with 


the above-listed authorities and factors. These measures/conditions must be incorporated into 


project contracts, development agreements, and other relevant documents. The staff responsible 


for implementing and monitoring mitigation measures should be clearly identified in the mitigation 


plan. 


 
 


Law, Authority, or Factor  


 


Mitigation Measure 
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Determination:  


 
 


 This categorically excluded activity/project converts to Exempt, per 58.34(a)(12) because there are 


no circumstances which require compliance with any of the federal laws and authorities cited at 


§58.5. Funds may be committed and drawn down after certification of this part for this (now) 


EXEMPT project; OR 


 This categorically excluded activity/project cannot convert to Exempt because there are 


circumstances which require compliance with one or more federal laws and authorities cited at 


§58.5. Complete consultation/mitigation protocol requirements, publish NOI/RROF and obtain 


“Authority to Use Grant Funds” (HUD 7015.16) per Section 58.70 and 58.71 before committing 


or drawing down any funds; OR 


 This project is now subject to a full Environmental Assessment according to Part 58 Subpart E due 


to extraordinary circumstances (Section 58.35(c)).  


 
 


Preparer Signature: __________________________________________Date:_________ 


 


Name/Title/Organization: __________________________________________________  


 


________________________________________________________________________ 


 


Responsible Entity Agency Official Signature:  


 


____________________________________________________________Date:________ 


 


Name/Title: ______________________________________________________________ 


 


This original, signed document and related supporting material must be retained on file by the 


Responsible Entity in an Environmental Review Record (ERR) for the activity/project (ref: 24 


CFR Part 58.38) and in accordance with recordkeeping requirements for the HUD program(s).  
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Environmental Assessment 
Determinations and Compliance Findings for HUD-assisted Projects 


24 CFR Part 58 
 


 


Project Information 
 


Project Name:  


 


Responsible Entity:  


 


Grant Recipient (if different than Responsible Entity):  


 


State/Local Identifier: 


 


Preparer: 


 


Certifying Officer Name and Title:   
     


Grant Recipient (if different than Responsible Entity): 


 


Consultant (if applicable): 


 


Direct Comments to: 
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Project Location: 


 


 


 


Description of the Proposed Project [24 CFR 50.12 & 58.32; 40 CFR 1508.25]:  


 


 


 


 


 


 
 


 


Statement of Purpose and Need for the Proposal [40 CFR 1508.9(b)]:  


 


 


 


 


 


Existing Conditions and Trends [24 CFR 58.40(a)]: 


 
 


 


Funding Information 
 


Grant Number HUD Program  Funding Amount  


   


   


 


Estimated Total HUD Funded Amount: 


 


 


Estimated Total Project Cost (HUD and non-HUD funds) [24 CFR 58.32(d)]: 


 


 


 


Compliance with 24 CFR 50.4, 58.5, and 58.6 Laws and Authorities 


Record below the compliance or conformance determinations for each statute, executive order, or 


regulation.  Provide credible, traceable, and supportive source documentation for each authority. Where 


applicable, complete the necessary reviews or consultations and obtain or note applicable permits of 


approvals. Clearly note citations, dates/names/titles of contacts, and page references. Attach additional 


documentation as appropriate. 


 


Compliance Factors: 


Statutes, Executive Orders, 
Are formal 


compliance 


steps or 


Compliance determinations  
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and Regulations listed at 24 


CFR §58.5 and §58.6                               


mitigation 


required? 


 


STATUTES, EXECUTIVE ORDERS, AND REGULATIONS LISTED AT 24 CFR 50.4 


and 58.6 


Airport Hazards  


24 CFR Part 51 Subpart D 


Yes     No 


      


 


Coastal Barrier Resources  


Coastal Barrier Resources Act, as 


amended by the Coastal Barrier 


Improvement Act of 1990 [16 


USC 3501] 


Yes     No 


      


 


Flood Insurance   


Flood Disaster Protection Act of 


1973 and National Flood 


Insurance Reform Act of 1994 


[42 USC 4001-4128 and 42 USC 


5154a] 


Yes     No 


      


 


STATUTES, EXECUTIVE ORDERS, AND REGULATIONS LISTED AT 24 CFR 50.4 


& 58.5 


Clean Air  


Clean Air Act, as amended, 


particularly section 176(c) & (d); 


40 CFR Parts 6, 51, 93 


Yes     No 


      


 


Coastal Zone Management  


Coastal Zone Management Act, 


sections 307(c) & (d) 


Yes     No 


      


  


Contamination and Toxic 


Substances   


24 CFR Part 50.3(i) & 58.5(i)(2) 


Yes     No 


     


 


Endangered Species  


Endangered Species Act of 1973, 


particularly section 7; 50 CFR 


Part 402 


Yes     No 


     


 


Explosive and Flammable 


Hazards 


24 CFR Part 51 Subpart C 


Yes     No 
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Farmlands Protection   


Farmland Protection Policy Act 


of 1981, particularly sections 


1504(b) and 1541; 7 CFR Part 


658 


Yes     No 


     


 


Floodplain Management   


Executive Order 11988, 


particularly section 2(a); 24 CFR 


Part 55 


Yes     No 


     


 


Historic Preservation   


National Historic Preservation 


Act of 1966, particularly sections 


106 and 110; 36 CFR Part 800 


Yes     No 


     


 


Noise Abatement and Control   


Noise Control Act of 1972, as 


amended by the Quiet 


Communities Act of 1978; 24 


CFR Part 51 Subpart B 


Yes     No 


     


 


     


Sole Source Aquifers   


Safe Drinking Water Act of 1974, 


as amended, particularly section 


1424(e); 40 CFR Part 149 


Yes     No 


     


 


 


Wetlands Protection   


Executive Order 11990, 


particularly sections 2 and 5 


Yes     No 


     


 


 


Wild and Scenic Rivers  


Wild and Scenic Rivers Act of 


1968, particularly section 7(b) 


and (c) 


 


Yes     No 


     
 


 


ENVIRONMENTAL JUSTICE 


Environmental Justice 


Executive Order 12898 


Yes     No 


     


 


 


 
                                                                


Environmental Assessment Factors [24 CFR 58.40; Ref. 40 CFR 1508.8 &1508.27] Recorded below 


is the qualitative and quantitative significance of the effects of the proposal on the character, features and 


resources of the project area. Each factor has been evaluated and documented, as appropriate and in 


proportion to its relevance to the proposed action. Verifiable source documentation has been provided and 


described in support of each determination, as appropriate. Credible, traceable and supportive source 
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documentation for each authority has been provided. Where applicable, the necessary reviews or 


consultations have been completed and applicable permits of approvals have been obtained or noted. 


Citations, dates/names/titles of contacts, and page references are clear. Additional documentation is 


attached, as appropriate.  All conditions, attenuation or mitigation measures have been clearly 


identified.    
 


Impact Codes: Use an impact code from the following list to make the determination of impact 


for each factor.  


(1)  Minor beneficial impact 


(2)  No impact anticipated  


(3)  Minor Adverse Impact – May require mitigation  


(4)  Significant or potentially significant impact requiring avoidance or modification which may 


require an Environmental Impact Statement 
 


 


Environmental 


Assessment Factor 


Impact 


Code 


 


Impact Evaluation 


LAND DEVELOPMENT 
Conformance with 


Plans / Compatible 


Land Use and Zoning 


/ Scale and Urban 


Design 


  


Soil Suitability/ 


Slope/ Erosion/ 


Drainage/ Storm 


Water Runoff 


 


 


 


Hazards and 


Nuisances  


including Site Safety 


and Noise 


 


  


Energy Consumption 


 


 


 


 


 


Environmental 


Assessment Factor 


Impact 


Code 


 


Impact Evaluation 


SOCIOECONOMIC 
Employment and 


Income Patterns 


 


  


Demographic 


Character Changes, 


Displacement 


  


 


Environmental 


Assessment Factor 


Impact 


Code 


 


Impact Evaluation 
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COMMUNITY FACILITIES AND SERVICES 
Educational and 


Cultural Facilities 


 


  


Commercial 


Facilities 


 


  


Health Care and 


Social Services 


 


  


Solid Waste 


Disposal / Recycling 


 


  


Waste Water / 


Sanitary Sewers 


 


  


Water Supply 


 


  


Public Safety  - 


Police, Fire and 


Emergency Medical 


  


Parks, Open Space 


and Recreation 


 


  


Transportation and 


Accessibility 


  


 


 


Environmental 


Assessment Factor 


Impact 


Code 


 


Impact Evaluation 


NATURAL FEATURES 


Unique Natural 


Features,  


Water Resources 


  


Vegetation, Wildlife 


 


  


Other Factors 


 


  


 


 


 


Additional Studies Performed: 


 


 


Field Inspection (Date and completed by):  
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List of Sources, Agencies and Persons Consulted [40 CFR 1508.9(b)]: 


 
 


 


 


List of Permits Obtained:  


 


 


 


Public Outreach [24 CFR 50.23 & 58.43]: 


 


 


 


Cumulative Impact Analysis [24 CFR 58.32]:  


 


 


 


 


Alternatives [24 CFR 58.40(e); 40 CFR 1508.9]  


 


  


 


 


No Action Alternative [24 CFR 58.40(e)]: 


 
 


 


Summary of Findings and Conclusions:  


 


  


 
 


Mitigation Measures and Conditions [40 CFR 1505.2(c)]  


Summarize below all mitigation measures adopted by the Responsible Entity to reduce, avoid, or 


eliminate adverse environmental impacts and to avoid non-compliance or non-conformance with 


the above-listed authorities and factors. These measures/conditions must be incorporated into 


project contracts, development agreements, and other relevant documents. The staff responsible 


for implementing and monitoring mitigation measures should be clearly identified in the mitigation 


plan. 
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Law, Authority, or Factor  


 


Mitigation Measure 


  


  


  


  
 


 


 


Determination:  


 


   Finding of No Significant Impact [24 CFR 58.40(g)(1); 40 CFR 1508.27]      


The project will not result in a significant impact on the quality of the human environment. 


  


 Finding of Significant Impact [24 CFR 58.40(g)(2); 40 CFR 1508.27]  


The project may significantly affect the quality of the human environment. 


 


 


 


Preparer Signature: __________________________________________Date:________ 


 


Name/Title/Organization: __________________________________________________  


 


________________________________________________________________________ 


 


Certifying Officer Signature: ___________________________________Date:________ 


 


Name/Title: ______________________________________________________________ 


 


This original, signed document and related supporting material must be retained on file by the 


Responsible Entity in an Environmental Review Record (ERR) for the activity/project (ref: 24 


CFR Part 58.38) and in accordance with recordkeeping requirements for the HUD program(s).  


 


 





		Grant NumberRow1: 

		HUD ProgramRow1: 

		Funding AmountRow1: 

		Grant NumberRow2: 

		HUD ProgramRow2: 

		Funding AmountRow2: 

		Compliance determinations: 

		Yes: 

		No: 

		Yes No: 

		Yes_2: 

		No_2: 

		Yes No_2: 

		Yes_3: 

		No_3: 

		Yes No_3: 

		Yes_4: 

		No_4: 

		Yes No_4: 

		Yes_5: 

		No_5: 

		Yes No_5: 

		Yes_6: 

		No_6: 

		Yes No_6: 

		Yes_7: 

		No_7: 

		Yes No_7: 

		Yes_8: 

		No_8: 

		Yes No_8: 

		Yes_9: 

		No_9: 

		Yes No_9: 

		Yes_10: 

		No_10: 

		Yes No_10: 

		Yes_11: 

		No_11: 

		Yes No_11: 

		Yes_12: 

		No_12: 

		Yes No_12: 

		Yes_13: 

		No_13: 

		Yes No_13: 

		Yes_14: 

		No_14: 

		Yes No_14: 

		Yes_15: 

		No_15: 

		Yes No_15: 

		Yes_16: 

		No_16: 

		Yes No_16: 

		Conformance with Plans  Compatible Land Use and Zoning  Scale and Urban Design: 

		Soil Suitability Slope Erosion Drainage Storm Water Runoff: 

		Hazards and Nuisances including Site Safety and Noise: 

		Energy Consumption: 

		Employment and Income Patterns: 

		Demographic Character Changes Displacement: 

		Educational and Cultural Facilities: 

		Commercial Facilities: 

		Health Care and Social Services: 

		Solid Waste Disposal  Recycling: 

		Waste Water  Sanitary Sewers: 

		Water Supply: 

		Public Safety  Police Fire and Emergency Medical: 

		Parks Open Space and Recreation: 

		Transportation and Accessibility: 

		Unique Natural Features Water Resources: 

		Vegetation Wildlife: 

		Other Factors: 

		The project will not result in a significant impact on the quality of the human environment: Off

		The project may significantly affect the quality of the human environment: Off

		Date: 

		NameTitleOrganization 1: 

		NameTitleOrganization 2: 

		Date_2: 

		NameTitle: 

		Text11: 

		Text12: 

		Text13: 

		Text14: 

		Text15: 

		Text16: 

		Text17: 

		Text18: 

		Text19: 

		Text20: 

		Text21: 

		Text22: 

		Text23: 

		Text24: 

		Text25: 

		Text26: 

		Text27: 

		Text28: 

		Text29: 

		Text30: 

		Text31: 

		Text32: 

		Text33: 

		Text34: 

		Text35: 

		Text36: 

		Text37: 

		Text38: 

		Text39: 

		Text40: 

		Text41: 

		Text42: 

		Text43: 

		Text44: 

		Text45: 

		Text46: 

		Text47: 

		Text48: 

		Text49: 

		Text50: 

		Text51: 

		Text52: 

		Text53: 

		Text54: 

		Text55: 

		Text56: 

		Text57: 

		Text58: 

		Text59: 

		Text60: 

		Text61: 

		mitigation required: 








https://www.hudexchange.info/programs/environmental-review/ 


 


Sample Notice of Intent to Request a Release of Funds 


 
The language below is HUD’s recommended wording of the Notice of Intent to Request a Release of 
Funds.  This Notice is used to request the environmental release of funds for Categorically Excluded 
projects [24 CFR Part 58, Section 58.35(a)] or for projects for which a Notice of Finding of No 
Significant Impact was previously issued.  Words in bold type are required language.  Words in 


italics are to be replaced by language appropriate to the particular project and Responsible Entity.  
The minimum comment period is seven days following publication or ten days if posting and 
mailing without publication is used 


 
  --------------------------------------------------------------------- 
 


NOTICE OF INTENT TO REQUEST RELEASE OF FUNDS 


 


Date of Notice 


 


Name of Responsible Entity [RE] 


 


Address (e.g., Street No. or P.O. Box) 


 


City, State, Zip Code 


 


Telephone Number of RE  


 


On or about at least one day after the end of the comment period the name of RE will if the RE is not also the 


grant recipient, insert the following language here: “authorize the [name of grant recipient] to” submit a 


request to the HUD/State administering agency for the release of name of grant program funds under 


Title/Section [ ] of the name of the Act of [year], as amended, to undertake a project known as project title 


for the purpose of nature/scope of project, estimated funding (include non-HUD funding sources if applicable) 


and project location if applicable. 


 


The activities proposed alternative #1: are categorically excluded under HUD regulations at 24 CFR Part 58 


from National Environmental Policy Act (NEPA) requirements or alternative #2: comprise a project for which 


a Finding of No Significant Impact on the environment was [published/posted] on [date of Finding 


publication/posting]. An Environmental Review Record (ERR) that documents the environmental 


determinations for this project is on file at name and address of RE office where ERR can be examined and 


name and address of other locations where the record is available for review and may be examined or copied 


weekdays __A.M to __P.M. 


 


PUBLIC COMMENTS 


 


Any individual, group, or agency may submit written comments on the ERR to the RE designated office 


responsible for receiving and responding to comments.  All comments received by if notice is published: 


notice date plus seven days; if notice is mailed and posted: mailing and posting date plus ten days will be 


considered by the name of RE prior to authorizing submission of a request for release of funds. 
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ENVIRONMENTAL CERTIFICATION 


 


The name of RE certifies to HUD/State that name of Certifying Officer in his/her capacity as Official Title 


consents to accept the jurisdiction of the Federal Courts if an action is brought to enforce responsibilities 


in relation to the environmental review process and that these responsibilities have been satisfied.  HUD’s 


State’s approval of the certification satisfies its responsibilities under NEPA and related laws and 


authorities and allows the name of grant recipient to use Program funds. 


 


OBJECTIONS TO RELEASE OF FUNDS 


 


HUD/State will accept objections to its release of fund and the RE’s certification for a period of fifteen 


days following the anticipated submission date or its actual receipt of the request (whichever is later) only 


if they are on one of the following bases: (a) the certification was not executed by the Certifying Officer of 


the name of RE; (b) the RE has omitted a step or failed to make a decision or finding required by HUD 


regulations at 24 CFR part 58; (c) the grant recipient or other participants in the development process 


have committed funds, incurred costs or undertaken activities not authorized by 24 CFR Part 58 before 


approval of a release of funds by HUD/State; or (d) another Federal agency acting pursuant to 40 CFR 


Part 1504 has submitted a written finding that the project is unsatisfactory from the standpoint of 


environmental quality.  Objections must be prepared and submitted in accordance with the required 


procedures (24 CFR Part 58, Sec. 58.76) and shall be addressed to HUD/State administration office at 


address of that office.  Potential objectors should contact HUD/State to verify the actual last day of the 


objection period. 


 


Name and Title of RE Certifying Officer 


 


 


 


 


 


 
Note: The seven or ten-day public comment periods are the minimum time periods required by 
regulation prior to submission of a Request for Release of Funds and Certification [form HUD-
7015.15] to HUD/State.  The Responsible Entity may choose to allow a longer comment period.  The 
fifteen-day objection period following submission of the request is a statutory requirement.  The 
objection period follows the submission date specified in the Notice or the actual date of receipt by 
HUD/State, whichever is later. 
       Following completion of the comment period recipients may FAX the form HUD-7015.15 to 
HUD/State together with a copy of the public notice and a cover letter stating whether comments 
were received and, if so, how the recipient responded to the comment.  The Request for Release of 
Funds and Certification should not be submitted before the recipient has responded.  If the request 
is sent by FAX, the original signed form should be mailed to HUD/State.  The date of receipt by FAX 


will be counted as the submission date.  However, HUD will not issue the 7015.16 “Authority to Use 
Grant Funds” until after the original signed form is received.                                                                                              
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Sample Notice of Finding of No Significant Impact and  


Notice of Intent to Request a Release of Funds 


 
The language below is HUD’s recommended wording of the combined Notice of Finding of No 
Significant Impact and Notice of Intent to Request a Release of Funds.  This                 Notice is 
used for projects requiring an Environmental Assessment (24 CFR Part 58,       Section 58.36].  
Words in bold type are required language.  Words in italics are to be replaced by language 


appropriate to the particular project and Responsible Entity.                                                                         


 
  --------------------------------------------------------------------- 
 


NOTICE OF FINDING OF NO SIGNFICANT IMPACT AND  


NOTICE OF INTENT TO REQUEST RELEASE OF FUNDS 


 


Date of Notice 


 


Name of Responsible Entity [RE] 


 


Address (e.g., Street No. or P.O. Box) 


 


City, State, Zip Code 


 


Telephone Number of RE  


 


These notices shall satisfy two separate but related procedural requirements for activities to be 


undertaken by the name of RE or grant recipient. 


 


REQUEST FOR RELEASE OF FUNDS 


 


On or about at least one day after the end of the comment period the name of RE will if the RE is not also the 


grant recipient, insert the following language here: “authorize the [name of grant recipient] to” submit a 


request to the HUD/State administering agency for the release of name of grant program funds under 


Title/Section [ ] of the name of the Act of [year], as amended, to undertake a project known as project title 


for the purpose of nature/scope of project, estimated funding (include non-HUD funding sources if applicable) 


and project location if applicable. 


 


FINDING OF NO SIGNIFICANT IMPACT 


 


The name of RE has determined that the project will have no significant impact on the human 


environment.  Therefore, an Environmental Impact Statement under the National Environmental Policy 


Act of 1969 (NEPA) is not required.  Additional project information is contained in the Environmental 


Review Record (ERR) on file at name and address of RE office where ERR can be examined and name and 


address of other locations where the record is available for review and may be examined or copied weekdays 


__A.M to __P.M. 
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PUBLIC COMMENTS 


 


Any individual, group, or agency may submit written comments on the ERR to the RE designated office 


responsible for receiving and responding to comments.  All comments received by if notice is published: 


publication date plus fifteen days; if notice is mailed and posted: mailing and posting date plus eighteen days 


will be considered by the name of RE prior to authorizing submission of a request for release of funds.  


Comments should specify which Notice they are addressing. 


 


ENVIRONMENTAL CERTIFICATION 


 


The name of RE certifies to HUD/State that name of Certifying Officer in his/her capacity as Official Title 


consents to accept the jurisdiction of the Federal Courts if an action is brought to enforce responsibilities 


in relation to the environmental review process and that these responsibilities have been satisfied.  HUD’s 


State’s approval of the certification satisfies its responsibilities under NEPA and related laws and 


authorities and allows the name of grant recipient to use Program funds. 


 


OBJECTIONS TO RELEASE OF FUNDS 


 


HUD/State will accept objections to its release of fund and the RE’s certification for a period of fifteen 


days following the anticipated submission date or its actual receipt of the request (whichever is later) only 


if they are on one of the following bases: (a) the certification was not executed by the Certifying Officer of 


the name of RE; (b) the RE has omitted a step or failed to make a decision or finding required by HUD 


regulations at 24 CFR part 58; (c) the grant recipient or other participants in the development process 


have committed funds, incurred costs or undertaken activities not authorized by 24 CFR Part 58 before 


approval of a release of funds by HUD/State; or (d) another Federal agency acting pursuant to 40 CFR 


Part 1504 has submitted a written finding that the project is unsatisfactory from the standpoint of 


environmental quality.  Objections must be prepared and submitted in accordance with the required 


procedures (24 CFR Part 58, Sec. 58.76) and shall be addressed to HUD/State administration office at 


address of that office.  Potential objectors should contact HUD/State to verify the actual last day of the 


objection period. 


 


Name and Title of RE Certifying Officer 


 


 


 


Note: The fifteen or eighteen-day public comment periods are the minimum time periods required by 
regulation prior to submission of a Request for Release of Funds and Certification (form HUD-
7015.15) to HUD/State.  The Responsible Entity may choose to allow a longer comment period.  24 
CFR Part 58 requires, at Section 58.46, “Time delays for exceptional circumstances,” a 30-day 
comment period for controversial or unique projects or those similar to projects normally requiring 
preparation of an Environmental Impact Statement.  The fifteen-day objection period is a statutory 
requirement.  The objection period follows the submission date specified in the Notice or the actual 
date of receipt by HUD/State, whichever is later.     
 
        Following completion of the comment period recipients may FAX the form HUD-7015.15 to 
HUD/State together with a copy of the public notice and a cover letter stating whether comments 
were received and, if so, how the recipient responded to the comment.  The Request for Release of 
Funds and Certification should not be submitted before the recipient has responded.  If the request 
is sent by FAX, the original signed form should be mailed to HUD/State.  The date of receipt by FAX 
will be counted as the submission date.  However, HUD will not issue the 7015.16 “Authority to Use 
Grant Funds” until after the original signed form is received.                                                                                                      
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Early Notice and Public Review of a Proposed  
Activity in a [100-Year/500-year Floodplain or Wetland] 


 
[Note: May also be combined with other notices such as state floodplain or wetland notices so long as it contains 


the required information] 
 
To:  All interested Agencies [include all Federal, State, and Local], Groups and Individuals 
 
This is to give notice that [HUD under part 50 or Responsible Entity under Part 58] has determined that the following 
proposed action under [Program Name] and [HUD grant or contract number] is located in the [100-year/500-year 
floodplain/wetland], and [HUD or the Responsible Entity] will be identifying and evaluating practicable alternatives to 
locating the action in the [floodplain/wetland] and the potential impacts on the [floodplain/wetland] from the proposed 
action, as required by [Executive Order 11988 and/or 11990], in accordance with HUD regulations at 24 CFR 55.20 
Subpart C Procedures for Making Determinations on Floodplain Management and Protection of Wetlands.  [Describe the 
activity, e.g. purpose, type of assistance, the size of the site, proposed number of units, size of footprint, type of 
floodplain/wetland, natural and beneficial functions (e.g. floodwater storage and conveyance, groundwater 
discharge or recharge, erosion control, water quality maintenance, and habitat for flora and fauna) and values (e.g. 
recreational, educational, scientific, historic, and cultural) of the floodplain/wetland potentially adversely affected 
by the activity].  [State the total number of acres of floodplains/wetland].  The proposed project(s) is located [at 
addresses] in [Name of City], [Name of County]. 
 
There are three primary purposes for this notice.  First, people who may be affected by activities in [floodplains/wetlands] 
and those who have an interest in the protection of the natural environment should be given an opportunity to express their 
concerns and provide information about these areas.  Commenters are encouraged to offer alternative sites outside of the 
[floodplain/wetland], alternative methods to serve the same project purpose, and methods to minimize and mitigate 
impacts.  Second, an adequate public notice program can be an important public educational tool. The dissemination of 
information and request for public comment about [floodplains/wetlands] can facilitate and enhance Federal efforts to 
reduce the risks and impacts associated with the occupancy and modification of these special areas. Third, as a matter of 
fairness, when the Federal government determines it will participate in actions taking place in [floodplains/wetlands], it 
must inform those who may be put at greater or continued risk. 
 
Written comments must be received by [HUD or Responsible Entity] at the following address on or before [month, day, 
year] [a minimum 15 calendar day comment period will begin the day after the publication and end on the 16th day 
after the publication]:  [HUD or Responsible Entity], [Address] and [phone number], Attention:  [Name of Certifying 
Officer or designee], [Title].  A full description of the project may also be reviewed from [enter available office hours] at 
[address or state address is same as above] and [web address if available].  Comments may also be submitted via 
email at [email address]. 
 
 
Date:  
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Final Notice and Public Explanation of a Proposed Activity in a [100-Year/500-year Floodplain or Wetland] 


 
To:  All interested Agencies [include all Federal, State, and Local], Groups and Individuals 
 
This is to give notice that the [HUD under part 50 or Responsible Entity under Part 58] has conducted an evaluation as 
required by [Executive Order 11988 and/or 11990], in accordance with HUD regulations at 24 CFR 55.20 Subpart C 
Procedures for Making Determinations on Floodplain Management and Wetlands Protection.  The activity is funded under 
the [Program Name] under [HUD grant or contract number].  The proposed project(s) is located [at addresses] in 
[Name of City], [Name of County].  [Describe the activity, e.g. purpose, type of assistance, the size of the site, 
proposed number of units, size of footprint, type of floodplain/wetland, natural values].  [State the total number of 
acres of floodplains/wetland involved].   
 
 [HUD or Responsible Entity] has considered the following alternatives and mitigation measures to be taken to minimize 
adverse impacts and to restore and preserve natural and beneficial values: [List (i) ALL of the reasons why the action 
must take place in a floodplain/wetland, (ii) alternatives considered and reasons for non-selection, (iii) all mitigation 
measures to be taken to minimize adverse impacts and to restore and preserve natural and beneficial functions 
(e.g. floodwater storage and conveyance, groundwater discharge or recharge, erosion control, water quality 
maintenance, and habitat for flora and fauna) and values (e.g. recreational, educational, scientific, historic, and 
cultural) of the floodplain/wetland] [Cite the date of any final or conditional LOMR’s or LOMA’s from FEMA where 
applicable] [Acknowledge compliance with state and local floodplain/wetland protection procedures]  
 
[HUD or Responsible Entity] has reevaluated the alternatives to building in the [floodplain/wetland] and has determined 
that it has no practicable alternative.  Environmental files that document compliance with steps 3 through 6 of [Executive 
Order 11988 and/or 11990], are available for public inspection, review and copying upon request at the times and location 
delineated in the last paragraph of this notice for receipt of comments.   
 


There are three primary purposes for this notice.  First, people who may be affected by activities in [floodplains/wetlands] 
and those who have an interest in the protection of the natural environment should be given an opportunity to express their 
concerns and provide information about these areas.  Second, an adequate public notice program can be an important 
public educational tool. The dissemination of information and request for public comment about [floodplains/wetlands] can 
facilitate and enhance Federal efforts to reduce the risks and impacts associated with the occupancy and modification of 
these special areas. Third, as a matter of fairness, when the Federal government determines it will participate in actions 
taking place in [floodplains/wetlands], it must inform those who may be put at greater or continued risk. 
 
Written comments must be received by the [HUD or Responsible Entity] at the following address on or before [month, 
day, year] [a minimum 7 calendar day comment period will begin the day after the publication and end on the 8th 
day after the publication]:  [Name of Administrator], [Address] and [phone number], Attention:  [Name of Certifying 
Officer or designee], [Title].  A full description of the project may also be reviewed from [enter available office hours] at 
[address or state address is same as above] and [web address if available].  Comments may also be submitted via 
email at [email address]. 
 
Date:  
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FINDING OF NO SIGNIFICANT IMPACT 
 
 


 [Must be on Municipal/County letterhead] 
 


 
 


ODOC CDBG Contract Number: ________________ 
 
 
It is the finding of                                                        , Oklahoma, that the following 
activities proposed in its Community Development Block Grant project do not constitute 
an action that would have a significant impact on the quality of the human environment, 
consistent with the provisions of 24 CFR 58, Subpart E and that these activities are in 
compliance with the environmental requirements of related Federal authorities. The 
activities and the related authority for this finding are listed below: 
 
List the activities and the basis for determining their environmental status, stating the 
authority related to each activity 
 
 
 
 
 
 
 
 
 
 
                  
Preparer      Date 
 
 
              
Environmental Certifying Officer   Date 
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Request for Release of Funds
and Certification


U.S. Department of Housing
and Urban Development


Office of Community Planning
and Development


OMB No. 2506-0087
(exp. 03/31/2020)


This form is to be used by Responsible Entities and Recipients (as defined in 24 CFR 58.2) when requesting the release of funds, and
requesting the authority to use such funds, for HUD programs identified by statutes that provide for the assumption of the environmental
review responsibility by units of general local government and States. Public reporting burden for this collection of information is estimated
to average 36 minutes per response, including the time for reviewing instructions, searching existing data sources, gathering and
maintaining the data needed, and completing and reviewing the collection of information. This agency may not conduct or sponsor, and
a person is not required to respond to, a collection of information unless that collection displays a valid OMB control number.


Part 1. Program Description and Request for Release of Funds (to be completed by Responsible Entity)


1. Program Title(s) 2. HUD/State Identification Number 3. Recipient Identification Number
(optional)


4. OMB Catalog Number(s) 5. Name and address of responsible entity


6. For information about this request, contact (name & phone number)


8. HUD or State Agency and office unit to receive request 7. Name and address of recipient (if different than responsible entity)


The recipient(s) of assistance under the program(s) listed above requests the release of funds and removal of environmental
grant conditions governing the use of the assistance for the following


9. Program Activity(ies)/Project Name(s) 10. Location (Street address, city, county, State)


11. Program Activity/Project Description


(1/99)7015.15 -HUDform e                                                                                                                            Previous editions are obsolet







Part 2. Environmental Certification (to be completed by responsible entity)


With reference to the above Program Activity(ies)/Project(s), I, the undersigned officer of the responsible entity, certify that:


1.   The responsible entity has fully carried out its responsibilities for environmental review, decision-making and action pertaining
to the project(s) named above.


2.   The responsible entity has assumed responsibility for and complied with and will continue to comply with, the National
Environmental Policy Act of 1969, as amended, and the environmental procedures, permit requirements and statutory obligations
of the laws cited in 24 CFR 58.5; and also agrees to comply with the authorities in 24 CFR 58.6 and applicable State and local
laws. 


3.   The responsible entity has assumed responsibility for and complied with and will continue to comply with Section 106 of the National   
Historic Preservation Act, and its implementing regulations 36 CFR 800, including consultation with the State Historic Preservation 
Officer, Indian tribes and Native Hawaiian organizations, and the public.


4.  After considering the type and degree of environmental effects identified by the environmental review completed for the proposed


project described in Part 1 of this request, I have found that the proposal did did not require the preparation and
dissemination of an environmental impact statement.


5.  The responsible entity has disseminated and/or published in the manner prescribed by 24 CFR 58.43 and 58.55 a notice to the public
in accordance with 24 CFR 58.70 and as evidenced by the attached copy (copies) or evidence of posting and mailing procedure.


6.   The dates for all statutory and regulatory time periods for review, comment or other action are in compliance with procedures and
requirements of 24 CFR Part 58.


7.   In accordance with 24 CFR 58.71(b), the responsible entity will advise the recipient (if different from the responsible entity) of
any special environmental conditions that must be adhered to in carrying out the project.


As the duly designated certifying official of the responsible entity, I also certify that:


8.   I am authorized to and do consent to assume the status of Federal official under the National Environmental Policy Act of 1969
and each provision of law designated in the 24 CFR 58.5 list of NEPA-related authorities insofar as the provisions of these laws
apply to the HUD responsibilities for environmental review, decision-making and action that have been assumed by the responsible
entity.


9.   I am authorized to and do accept, on behalf of the recipient personally, the jurisdiction of the Federal courts for the enforcement
of all these responsibilities, in my capacity as certifying officer of the responsible entity.


Signature of Certifying Officer of the Responsible Entity


X


Title of Certifying Officer


Date signed


Address of Certifying Officer


Part 3. To be completed when the Recipient is not the Responsible Entity


The recipient requests the release of funds for the programs and activities identified in Part 1 and agrees to abide by the special
conditions, procedures and requirements of the environmental review and to advise the responsible entity of any proposed change in
the scope of the project or any change in environmental conditions in accordance with 24 CFR 58.71(b).


Signature of Authorized Officer of the Recipient


X


Title of Authorized Officer


Date signed


Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil penalties. (18 U.S.C. 1001, 1010, 1012; 31 U.S.C. 
3729, 3802)
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Tribal Name First Name Last Name Title Street Address City State Zip-Code Work Phone Fax Number Cell Phone Email THPO URL County Name State Name


Apache Tribe of Oklahoma Lyman Guy Chairman PO Box 1330 Anadarko OK 73005 (405) 247-9493 (405) 247-2763 lguy93@hotmail.com N http://www.apachetribe.org/ Adair Oklahoma


Wichita and Affiliated Tribes (Wichita, Keechi, Waco & Tawakonie), Oklahoma Terri Parton President PO Box 729 Anadarko OK 73005 (405) 247-2425 (405) 247-2430 Terri.Parton@wichitatribe.com N http://www.wichitatribe.com/ Adair Oklahoma


Wichita and Affiliated Tribes (Wichita, Keechi, Waco & Tawakonie), Oklahoma Gary McAdams THPO PO Box 729 Anadarko OK 73005 (405) 247-2425 Ext. 169 (405) 247-2430 gary.mcadams@wichitatribe.com Y http://www.wichitatribe.com/ Adair Oklahoma


Caddo Nation of Oklahoma Phil Cross THPO PO Box 487 Binger OK 73009 (405) 656-2344 (405) 656-2892 pcross@caddonation.org Y Adair Oklahoma


Caddo Nation of Oklahoma Tamara Francis Fourkiller Chairperson PO Box 487 Binger OK 73009 (405) 656-2344 (405) 656-2892 tffourkiller.cn@gmail.com N Adair Oklahoma


Cheyenne and Arapaho Tribes, Oklahoma Virginia Richey THPO 100 Red Moon Circle Concho OK 73022 (405) 422-7630 (405) 422-8224 vrichey@c-a-tribes.org Y www.c-a-tribes.org Adair Oklahoma


Osage Nation Dr. Andrea Hunter THPO 627 Grandview Avenue Pawhuska OK 74056 (918) 287-5328 (918) 287-5376 ahunter@osagenation-nsn.gov Y https://www.osagenation-nsn.gov/ Adair Oklahoma


Osage Nation Geoffrey Standing Bear Principal Chief PO Box 779 Pawhuska OK 74056 (918) 287-5555 (918) 287-5562 sdecker@osagenation-nsn.gov N https://www.osagenation-nsn.gov/ Adair Oklahoma


Cherokee Nation Bill Baker Principal Chief, THPO PO Box 948 Tahlequah OK 74465 (918) 456-0671 (918) 458-5580 Bill-Baker@cherokee.org N www.cherokee.org Adair Oklahoma


Cherokee Nation Pat Gwin Administration Liaison PO Box 948 Tahlequah OK 74465 (918) 453-5704 pgwin@cherokee.org N www.cherokee.org Adair Oklahoma


Alabama-Quassarte Tribal Town Tarpie Yargee Town King PO Box 187 Wetumka OK 74883 (405)-452-3987 (405) 452-3968 chief@alabama-quassarte.org N http://www.alabama-quassarte.org/ Adair Oklahoma


Alabama-Quassarte Tribal Town Samantha Robison THPO PO Box 187 Wetumka OK 74883 (405)-452-3881 (405) 452-3889 (918)-913-1702 aqhpo@mail.com Y http://www.alabama-quassarte.org/ Adair Oklahoma


Choctaw Nation of Oklahoma Ian Thompson THPO PO Box 1210 Durant OK 74702-1210 (800) 522-6170, ext. 2216 (580) 920-3102 ithompson@choctawnation.com Y www.choctawnation.com Atoka Oklahoma


Choctaw Nation of Oklahoma Gary Batton Chief PO Drawer 1210 Durant OK 74702 (580) 924-8280 (580) 924-1150 gbatton@choctawnation.com N www.choctawnation.com Atoka Oklahoma


Quapaw Tribe of Indians Everett Bandy THPO PO Box 765 Quapaw OK 74363-0765 (888)642-4724 (918) 542-4694 ebandy@quapawtribe.com.com Y http://www.quapawtribe.com Atoka Oklahoma


Quapaw Tribe of Indians John Berrey Chairperson PO Box 765 Quapaw OK 74363 (918) 542-1853 (918) 542-4694 jberrey@ogahpah.com N http://www.quapawtribe.com Atoka Oklahoma


Comanche Nation, Oklahoma Martina  Callahan THPO 6 SW D Avenue Lawton OK 73502 (580) 595-9618 martinac@comanchenation.com Y www.comanchenation.com Beaver Oklahoma


Comanche Nation, Oklahoma William Nelson Chairman PO Box 908 Lawton OK 73502 (580) 492-3251 williamn@comanchenation.com N www.comanchenation.com Beaver Oklahoma


Chickasaw Nation Kirk Perry Historic Preservation Executive Officer PO Box 1548 Ada OK 74821 (580) 272-5323 hpo@chickasaw.net N www.chickasaw.net Bryan Oklahoma


Chickasaw Nation Bill Anoatubby Governor PO Box 1548 Ada OK 74821 (580) 436-2603 (580) 436-4287 tammy.gray@chickasaw.net N www.chickasaw.net Bryan Oklahoma


Delaware Nation, Oklahoma Kimberly Penrod Director of Cultural Resources & Section 106 PO Box 825 Anadarko OK 73005 (405) 247-8903 (405) 247-9393 kpenrod@delawarenation.com N www.delawarenation.com Bryan Oklahoma


Delaware Nation, Oklahoma Deborah Dotson President PO Box 825 Anadarko OK 73005 (405) 247-2448 (405) 247-9393 ddotson@delawarenation.com N www.delawarenation.com Bryan Oklahoma


Muscogee (Creek) Nation RaeLynn Butler THPO PO Box 580 Okmulgee OK 74447 (918) 732-7678 (918) 758-0649 section106@mcn-nsn.gov Y www.muscogeenation-nsn.gov Bryan Oklahoma


Muscogee (Creek) Nation James Floyd Principal Chief PO Box 580 Okmulgee OK 74447 (918) 756-8700 (918) 758-1434 jfloyd@mcn-nsn.gov N www.muscogeenation-nsn.gov Bryan Oklahoma


Apache Tribe of Oklahoma Lyman Guy Chairman PO Box 1330 Anadarko OK 73005 (405) 247-9493 (405) 247-2763 lguy93@hotmail.com N http://www.apachetribe.org/ Caddo Oklahoma


Wichita and Affiliated Tribes (Wichita, Keechi, Waco & Tawakonie), Oklahoma Terri Parton President PO Box 729 Anadarko OK 73005 (405) 247-2425 (405) 247-2430 Terri.Parton@wichitatribe.com N http://www.wichitatribe.com/ Caddo Oklahoma


Wichita and Affiliated Tribes (Wichita, Keechi, Waco & Tawakonie), Oklahoma Gary McAdams THPO PO Box 729 Anadarko OK 73005 (405) 247-2425 Ext. 169 (405) 247-2430 gary.mcadams@wichitatribe.com Y http://www.wichitatribe.com/ Caddo Oklahoma


Delaware Nation, Oklahoma Deborah Dotson President PO Box 825 Anadarko OK 73005 (405) 247-2448 (405) 247-9393 ddotson@delawarenation.com N www.delawarenation.com Caddo Oklahoma


Delaware Nation, Oklahoma Kimberly Penrod Director of Cultural Resources & Section 106 PO Box 825 Anadarko OK 73005 (405) 247-8903 (405) 247-9393 kpenrod@delawarenation.com N www.delawarenation.com Caddo Oklahoma


United Keetoowah Band of Cherokee Indians in Oklahoma Eric Oosahwee-Vos THPO PO Box 1425 Tahlequah Ok 74465 (918) 458-6717 (918)458-6800 Eoosahwee-voss@ukb-nsn.gov Y http://www.keetoowahcherokee.org/ Cherokee Oklahoma


United Keetoowah Band of Cherokee Indians in Oklahoma Joe Bunch Chief PO Box 746 Tahlequah OK 74465-0746 (918) 431-1148 (918) 458-6800 jbunch@ukb-nsn.gov N http://www.keetoowahcherokee.org/ Cherokee Oklahoma


Citizen Potawatomi Nation, Oklahoma Kelli Mosteller THPO 1899 S. Gordon Cooper Drive Shawnee OK 74801 (405) 878-5830 (405) 878-8933 kelli.mosteller@potawatomi.org Y www.potawatomi.org Cleveland Oklahoma


Citizen Potawatomi Nation, Oklahoma John Barrett Chairman 1601 South Gordon Cooper Drive Shawnee OK 74801 (405) 275-3121 (405) 275-0198 rbarrett@potawatomi.org N www.potawatomi.org Cleveland Oklahoma


Delaware Tribe of Indians Susan Bachor Preservation Representative (East Coast) P.O. Box 64 Pocono Lake PA 18347 (610) 761-7452 sbachor@delawaretribe.org N www.delawaretribe.org Craig Oklahoma


Cherokee Nation Bill Baker Principal Chief, THPO PO Box 948 Tahlequah OK 74465 (918) 456-0671 (918) 458-5580 Bill-Baker@cherokee.org N www.cherokee.org Craig Oklahoma


Cherokee Nation Pat Gwin Administration Liaison PO Box 948 Tahlequah OK 74465 (918) 453-5704 pgwin@cherokee.org N www.cherokee.org Craig Oklahoma


Seneca-Cayuga Nation William Tarrant THPO PO Box 45322 Grove OK 74345 (918) 787-5452  Ext. 342 (918) 787-9440 wtarrant@sctribe.com Y http://www.sctribe.com/ Delaware Oklahoma


Seneca-Cayuga Nation William Fisher Chief PO Box 453220 Grove OK 74345-3220 (918) 787-5452 (918) 542-5521 wfisher@sctribe.com N http://www.sctribe.com/ Delaware Oklahoma


Otoe-Missouria Tribe of Indians, Oklahoma Galen Springer THPO 8151 Highway 177 Red Rock OK 74651-0348 (580) 723-4466 (580) 723-4273 Y www.omtribe.org Garfield Oklahoma


Otoe-Missouria Tribe of Indians, Oklahoma John Shotton Chairman 8151 Highway 177 Red Rock OK 74651-0348 (580) 723-4466 (580) 723-4595 jshotton@omtribe.org N www.omtribe.org Garfield Oklahoma


Thlopthlocco Tribal Town Ryan Morrow Town King PO Box 188 Okemah OK 74859 (918) 560-6198 (918) 623-3023 rmorrow@tttown.org N www.tttown.org Hughes Oklahoma


Thlopthlocco Tribal Town Charles Coleman THPO PO Box 188 Okemah OK 74859 (918) 560-6198 (918) 623-3023 Y www.tttown.org Hughes Oklahoma


Kialegee Tribal Town Jeremiah Hobia Mekko PO Box 332 Wetumka OK 74883 (405) 452-3262 (405) 452-3413 jeremiahhobia@kialegeetribe.net N Hughes Oklahoma


Kaw Nation, Oklahoma Elaine Huch Chair PO Box 50 Kaw City OK 74641 (580) 269-2552 (580) 269-2301 execsec@kawnation.com N http://kawnation.com/ Kay Oklahoma


Tonkawa Tribe of Indians of Oklahoma Lauren Norman-Brown THPO 1 Rush Buffalo Road Tonkawa OK 74653 (580) 628-2561 (580) 628-3378 jbrown@tonkawatribe.com Y http://www.tonkawatribe.com/ Kay Oklahoma


Tonkawa Tribe of Indians of Oklahoma Russell Martin President 1 Rush Buffalo Road Tonkawa OK 74653 (580) 628-2561 (580) 628-3378 rmartin@tonkawatribe.com N http://www.tonkawatribe.com/ Kay Oklahoma


Kickapoo Tribe of Oklahoma Kent Collier NAGPRA PO Box 70 McLoud OK 74851 (405) 964-4227 (405) 964-4228 pamwesley@kickapootribeofoklahoma.com N www.kickapootribeofoklahoma.com Lincoln Oklahoma


Kickapoo Tribe of Oklahoma Estavio Elzondo Chairman PO Box 70 McLoud OK 74851 (405) 964-4227 (405) 964-4228 eelzondo@okkt.net N www.kickapootribeofoklahoma.com Lincoln Oklahoma


Citizen Potawatomi Nation, Oklahoma Kelli Mosteller THPO 1899 S. Gordon Cooper Drive Shawnee OK 74801 (405) 878-5830 (405) 878-8933 kelli.mosteller@potawatomi.org Y www.potawatomi.org Lincoln Oklahoma


Citizen Potawatomi Nation, Oklahoma John Barrett Chairman 1601 South Gordon Cooper Drive Shawnee OK 74801 (405) 275-3121 (405) 275-0198 rbarrett@potawatomi.org N www.potawatomi.org Lincoln Oklahoma


Citizen Potawatomi Nation, Oklahoma Kelli Mosteller THPO 1899 S. Gordon Cooper Drive Shawnee OK 74801 (405) 878-5830 (405) 878-8933 kelli.mosteller@potawatomi.org Y www.potawatomi.org Oklahoma Oklahoma


Citizen Potawatomi Nation, Oklahoma John Barrett Chairman 1601 South Gordon Cooper Drive Shawnee OK 74801 (405) 275-3121 (405) 275-0198 rbarrett@potawatomi.org N www.potawatomi.org Oklahoma Oklahoma


Little Traverse Bay Bands of Odawa Indians, Michigan Wesley Andrews THPO 7500 Odawa Circle Harbor Springs MI 49740 (231) 670-0713 (231) 242-1416 wandrews@ltbbodawa-nsn.gov Y www.ltbbodawa-nsn.gov Ottawa Oklahoma


Little Traverse Bay Bands of Odawa Indians, Michigan Regina Gasco-Bentley Chairperson 7500 Odawa Circle Harbor Springs MI 49740 (231) 242-1401 (231) 242-1411 chairman@ltbbodawa-nsn.gov N www.ltbbodawa-nsn.gov Ottawa Oklahoma


Miami Tribe of Oklahoma Diane Hunter THPO PO Box 1326 Miami OK 74355 (918) 542-1445 (918) 542-7260 dhunter@miamination.com Y http://www.miamination.com Ottawa Oklahoma


Miami Tribe of Oklahoma Douglas Lankford Chief PO Box 1326 Miami OK 74355 (918) 542-1445 (918) 542-7260 dlankford@miamination.com N http://www.miamination.com Ottawa Oklahoma


Ottawa Tribe of Oklahoma Rhonda Hayworth THPO 13 South 69A Miami OK 74355 (918) 540-1536 (918) 542-3214 rhonda.oto@gmail.com Y http://www.ottawatribe.org Ottawa Oklahoma


Ottawa Tribe of Oklahoma Ethel Cook Chief 13 South 69A Miami OK 74355 (918) 540-1536 (918) 542-3214 cethel@cableone.net N http://www.ottawatribe.org Ottawa Oklahoma


Modoc Tribe of Oklahoma Bill G. Follis Chief 418 G, SE Street Miami OK 74354-8224 (918) 542-1190 (918) 542-5415 modoctribeofok@gmail.com N http://www.modoctribe.net/ Ottawa Oklahoma


Citizen Potawatomi Nation, Oklahoma Kelli Mosteller THPO 1899 S. Gordon Cooper Drive Shawnee OK 74801 (405) 878-5830 (405) 878-8933 kelli.mosteller@potawatomi.org Y www.potawatomi.org Pottawatomie Oklahoma


Citizen Potawatomi Nation, Oklahoma John Barrett Chairman 1601 South Gordon Cooper Drive Shawnee OK 74801 (405) 275-3121 (405) 275-0198 rbarrett@potawatomi.org N www.potawatomi.org Pottawatomie Oklahoma


Absentee-Shawnee Tribe of Indians of Oklahoma Joseph H. Blanchard THPO 2025 South Gordon Cooper Drive Shawnee OK 74801 (405) 275-4030 ext. 6310 (405) 878-4533 Joseph.Blanchard@astribe.com Y www.astribe.com Pottawatomie Oklahoma


Absentee-Shawnee Tribe of Indians of Oklahoma Edwina Butler-Wolfe Governor 2025 South Gordon Cooper Drive Shawnee OK 74801 (405) 275-4030 ext. 6308 (405) 275-5637 edwinab@astribe.com N www.astribe.com Pottawatomie Oklahoma


Citizen Potawatomi Nation, Oklahoma Kelli Mosteller THPO 1899 S. Gordon Cooper Drive Shawnee OK 74801 (405) 878-5830 (405) 878-8933 kelli.mosteller@potawatomi.org Y www.potawatomi.org Seminole Oklahoma


Citizen Potawatomi Nation, Oklahoma John Barrett Chairman 1601 South Gordon Cooper Drive Shawnee OK 74801 (405) 275-3121 (405) 275-0198 rbarrett@potawatomi.org N www.potawatomi.org Seminole Oklahoma


Seminole Nation of Oklahoma Natalie Harjo THPO P.O. Box 1498 Wewoka OK 74884 (405) 220-2123 (405) 257-7209 harjo.n@sno-nsn.gov Y http://sno-nsn.gov/ Seminole Oklahoma


Seminole Nation of Oklahoma Leonard Harjo Principal Chief P.O. Box 1498 Wewoka OK 74884 (405) 257-7200 (405) 257-7209 chief.prin@sno-nsn.gov N http://sno-nsn.gov/ Seminole Oklahoma


Kiowa Indian Tribe of Oklahoma Amber Toppah Chairman PO Box 369 Carnegie OK 73015 (580) 654-2300 (580) 654-8714 dbearshield@kiowatribe.org N https://www.kiowatribe.org/ Tillman Oklahoma


Delaware Tribe of Indians Chester "Chet" Brooks Chief 5100 Tuxedo Boulevard Bartlesville OK 74006 (918) 337-6590 (918) 337-6591 cbrooks@delawaretribe.org N www.delawaretribe.org Washington Oklahoma


Delaware Tribe of Indians Dr. Brice Obermeyer Historic Preservation 1 Kellog Circle Emporia KS 66801 (620) 341-6699 bobermeyer@delawaretribe.org N www.delawaretribe.org Washington Oklahoma


Cheyenne and Arapaho Tribes, Oklahoma Eddie Hamilton Governor P.O. Box 167 Concho OK 73022 (405) 422-7734 (405) 422-8224 ehamilton@c-a-tribes.org N www.c-a-tribes.org Woodward Oklahoma
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DISTRIBUTION LIST FOR ENVIRONMENTAL NOTICES





The following agencies must be provided a copy of Environmental Notices such as Floodplain Notices, Notice of Intent (NOI), and Combined Notice (FONSI/NOI) for the purpose of, “Review as to any known duplication of improvements or known disruptions to another project area or site.”



Department of Environmental Quality – Environmental Assessments Only

P.O. Box 1677

Oklahoma City, OK  73101-1677





Oklahoma Historic Preservation Office

800 Nazih Zuhdi Drive

Oklahoma City, OK  73105





Federal Emergency Management Agency – When activity is in or near a Floodplain

FEMA Region VI

FRC 800 N. Loop 288

Denton, TX  76209-3698





Department of Housing & Urban Development

Attn:  Environmental Officer CDBG

301 N.W. 6th St, Ste. 200

Oklahoma City, OK  73102





Environmental Protection Agency – Environmental Assessments Only

EPA Regional Office Region 6

1445 Ross Avenue, Suite 1200

Dallas, TX  75202





Oklahoma Field Office - US EPA

1645 South 101 East Avenue, Rm 134

Tulsa, OK 74128-4629





These Notices should also be sent to all interested parties (the following are suggested examples):

•	Local New Media

•	Individuals and groups interested in the project activity, including historical societies and groups

•	State and Federal agencies, as appropriate

•	Area Substrate Planning District

•	Area Community Action Agency

•	Local Special Interest Group

•	County Health Department

•	Individuals and Groups known to be interested

•	Tribes in the area as appropriate
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CERTIFICATION OF CONTINUED ENVIRONMENTAL COMPLIANCE 
 
Oklahoma Department of Commerce 
Community Development Block Grant Program 
 


  Grant Recipient Name:   Contract Number: 
 


 
  Original Level of Finding:     _______________ 


  Date of Finding:      _______________ 


  Date Notice of Intent Published:    _______________ 


  Date Request to Release Funds Submitted to ODOC: _______________ 


  Date Cleared by ODOC:     _______________ 
 
 
It is the finding of the Environmental Certifying Officer of the above-referenced Grant Recipient 
that revisions to the scope of work of the above-referenced contract project have not caused a 
revised finding of original environmental status.  The basis for this finding, for each revised activity, 
is described as follows: 
 
 
 
 
 
 
 
 
I certify that the above statements accurately reflect the revisions to the project scope of work and 
that such revisions do not alter the basis under which the project received its original 
environmental status finding. 
 


Signature of Certifying Officer of the Grant 
Recipient: 
 
 
 


Address: 


Title: 


Date 


 





		Grant Recipient Name: 

		Contract Number: 

		1: 

		2: 

		3: 

		Date Request to Release Funds Submitted to ODOC 1: 

		Date Request to Release Funds Submitted to ODOC 2: 

		Title: 

		Date: 

		Address: 

		Text24: 

		Signature of Certifying Officer of the Grant Recipient: 








 


 900 North Stiles Avenue,  Oklahoma City,  Oklahoma 73104,  U.S.A. •  Tel: (405) 815-6552  •  OKcommerce.gov 


 
 
 
To:  Engineers/Architects Working on CDBG Grants 
 
 
BE ADVISED! 
Engineers/architects working on CDBG CONTRACTS need to be aware that these 
are federally funded projects and according to federal law, once federal funds are 
attached to a project in part or in whole the entire project then falls under federal 
requirements.   
 
The purpose of this letter is to give notice to engineers/architects working on these 
grants that there are specific requirements that must be followed, required time 
lines, specific forms must be used, and other requirements that if not complied with 
can result in the Oklahoma Department of Commerce declaring findings of non- 
compliance, disallowed expenses, de-obligation of funds, requirement of the 
repayment of funds that have been paid, and withdrawal of grant funds.   
 
These actions normally result in an array of problems including possible legal 
action.  The most serious and consistent problems seen are associated with bidding 
and awarding construction projects.  This can be avoided by working with your 
Grant Administrator in cooperation to make sure all grant requirements are 
followed.   
 
Most issues can be avoided by: 
 
 Compliance with time line requirements. 
 Securing release of funds no later than 120 days after contract award.  
 Being under construction no later than 270 days after contract award.  
 Not obligating or expending funds until release of funds is secured. 
 Inclusion of all Section 3 and civil rights requirements in the bid advertisement 


and bid documents.  
 Following State Procurement Requirements. 
 Satisfying Davis-Bacon requirements on construction projects $2,000.00 or 


more. 
 Submitting the Davis-Bacon wage determination request form to ODOC for 


approval 45 days prior to bid opening.  
 







 


 900 North Stiles Avenue,  Oklahoma City,  Oklahoma 73104,  U.S.A. •  Tel: (405) 815-6552  •  OKcommerce.gov 


 
 
 
 
 Confirming with ODOC 10 days prior to bid opening that Davis-Bacon wage 


rates are still current and in effect. 
 Including the Davis-Bacon wage rate determination in the bid documents.  
 Following proper bid publication times, dates, required time for contractors to 


submit bids, public opening, bid tabulation sheet, Notice of Award, pre-
construction meeting with record of minutes, Notice to Proceed. 


 
This is a partial list of the most common problems that have been encountered.   
WE CANNOT STRESS THE IMPORTANCE AND ABSOLUTE NECESSITY of 
working closely with your Grant Administrator to ensure all program requirements 
are satisfied.  
 
It is strongly recommended by ODOC that each engineer/architect firm meet with 
the CDBG grant administrator and their client at the time of funding notification to 
review grant requirements. It is ESSENTIAL YOU COOPERATE AND WORK 
CLOSELY WITH THE GRANT ADMINISTRATOR TO MAKE CERTAIN  
ALL REQUIREMENTS ARE COMPLIED WITH! 
 
If you have any further questions that cannot be answered by the grant 
administrator please contact ODOC for clarification at 800-879-6552.                                           
 
 
 
 
                                                               Received by ____________________ 
                                                                                    Engineer/Architect          
Alicia Hibbets 
Program Director                                  Date ___________________________ 
 
 
 
 
 





		Received by: 

		Date: 








 


January 2019 


 


Release of Funds:          Leverage / Match Certification 
 


 


Date__________________________________________________ 


 


Grant Recipient_________________________________________ 


 


Grant Contract Number___________________________________ 


 


 


I confirm that the leverage committed at the time of application and agreed to by our Application 


Resolution has not changed and is dedicated and available for the use on this grants project. 


 


Authorized 


Official_______________________________________________________________________ 


                                    Print                                                                      Signature 


 


 


______________________________________________________________________________ 


 


Amended Leverage / Match Certification 


 
The leverage committed at the time of application has changed.  The following verifies the 


Match/Leverage as committed in the application, and the current status and changes.   


 


 


Application                                                                            Release of Funds  


Match/Leverage                                                                     Match/Leverage 


                    


      Source                             Amount                                   Source                                  Amount 


 


____________________________________                        ______________________________ 


 


____________________________________                        ______________________________ 


 


____________________________________                        ______________________________ 


 


 


Authorized 


Official_______________________________________________________________________ 


                                    Print                                                                      Signature 


 





		Date: 

		Grant Recipient: 

		Grant Contract Number: 

		Source 1: 

		Source 2: 

		Source 3: 

		Source 1_2: 

		Source 2_2: 

		Source 3_2: 

		Text25: 

		Text27: 








Attachment 19 


(Sample Request for Agency Comments letter) 


City/County Letterhead 


 


(Date) 


 


 


(Environmental Review Agency) 


 


 


Re: (Grant Recipient) 


 (Project) 


 


(Salutation) 


 


(Grant Recipient) has received a Community Development Block Grant (CDBG) from the Oklahoma 


Department of Commerce (ODOC) for (project).  Compliance with the National Environmental Protection 


Act of 1969 (NEPA) and the Environmental Review Procedures for CDBG, 24 CFR 58 is required.  The 


environmental review must cover the following areas:  Historic Properties, Floodplains, Wetlands, Noise, 


Manmade Hazards, Air Quality, Water Quality, Endangered Species, Farmlands protection, Wild and 


Scenic Rivers, Solid Waste, Fish and Wildlife, Environmental Justice and tribal interests. 


 


A detailed project description and a location map of the project are enclosed.  The (Grant Recipient) has 


determined that this project will have no significant impact on environmental impacts of concern to 


(historic properties, endangered species etc.).  Please reply with your concurrence or non-concurrence of 


our determination. 


 


Your immediate attention to this request will be appreciated.  If you have any questions or need 


additional information, please contact (name of contact person) at (telephone number). 


 


Sincerely, 


 


 


 


(Name of Sender) 


(Title of Sender) 


 


Attached: 


Project Description and Project Site Location Map 
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U.S. Environmental Protection Agency 
Region 6, 1201 Elm Street, Ste. 500, Dallas, Texas 75270 
https://www.epa.gov/greeningepa/region-6-office 
 
U.S. Fish and Wildlife Service 
9014 E, 21st Street, Tulsa, OK 74129 
https://www.fws.gov/southwest/es/oklahoma/ 
 
State Historic Preservation Office 
Oklahoma Historical Society, 800 Nazih Zuhdi Drive, Oklahoma City, OK 73105 
https://www.okhistory.org/shpo/shpom.htm 
List of Oklahoma Tribes can be found at https://egis.hud.gov/tdat/ and as Attachment 29 
 
Oklahoma Conservation Commission 
2800 N. Lincoln Blvd., Suite 200, Oklahoma City, OK  73105 
https://www.ok.gov/conservation/ 
 
USDA Natural Resources Conservation Service (See website for State and Local Contacts) 
https://www.nrcs.usda.gov/wps/portal/nrcs/site/national/home/ 
 
Oklahoma Archaeological Survey 
111 East Chesapeake St., Norman, OK  73019-5111 
http://www.ou.edu/archsurvey/contact 
 
U.S. Army Corps of Engineers – Tulsa District (See website for Regulatory and Flood Plain Management contacts) 
2488 E 81st Street, Tulsa, OK 74137 
https://www.swt.usace.army.mil/Contact/ 
 
Federal Emergency Management Agency 
Region VI, Federal Center, 800 North Loop 288, Denton, TX  76209-3698 
https://www.fema.gov/region-vi-arkansas-louisiana-new-mexico-oklahoma-texas 
FEMA Map Service Center - https://msc.fema.gov/portal/home 
 
Oklahoma Department of Environmental Quality (See website for contact information to Air & Water Quality) 
707 N. Robinson, Oklahoma City, OK  73102, 405-702-0100 
https://www.deq.ok.gov/deq-contacts/ 
 
Oklahoma Scenic Rivers Commission 
P.O. Box 292, Tahlequah, OK  74465 
 
https://www.owrb.ok.gov/ISF/OSRC_Rivers_Act_Unofficial.pdf 
https://www.hudexchange.info/programs/environmental-review/wild-and-scenic-rivers/ 
 
 



https://www.epa.gov/greeningepa/region-6-office

https://www.fws.gov/southwest/es/oklahoma/

https://www.okhistory.org/shpo/shpom.htm

https://egis.hud.gov/tdat/

https://www.ok.gov/conservation/

https://www.nrcs.usda.gov/wps/portal/nrcs/site/national/home/

http://www.ou.edu/archsurvey/contact

https://www.swt.usace.army.mil/Contact/

https://www.fema.gov/region-vi-arkansas-louisiana-new-mexico-oklahoma-texas

https://msc.fema.gov/portal/home

https://www.deq.ok.gov/deq-contacts/

https://www.owrb.ok.gov/ISF/OSRC_Rivers_Act_Unofficial.pdf

https://www.hudexchange.info/programs/environmental-review/wild-and-scenic-rivers/
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COMPENDIUM OF FEDERAL 
CIVIL RIGHTS LAWS 


 
LAW/EXECUTIVE ORDER 


 


Title VI of the Civil Rights Act of 1964, 
42 USC 2000D 


 
Nondiscrimination in programs or activities 
receiving federal financial assistance.  Extends 
to all federal departments and agencies 
empowered to extend financial assistance to 
any program or activity by way of grant, loan 
or contract other than contract of insurance 
guaranty. 


 
 
 


Section 109 of Title I of the Housing and 
Community Development Act of 1992, as 
Amended 


 
Nondiscrimination in any program or activity 
subject to the provision of this title 


 
 
 
 
 


Age Discrimination Act of 1975, as 
Amended 


 
Provides that no person shall be excluded from 
participation in, denied program  benefits or 
subjected to discrimination on the basis of age 
under any program or activity receiving 
federal funding assistance 


 
 
 
 
 
 
 


Section 504 of the Rehabilitation Act of 
1973, as Amended 


 
No otherwise qualified individual shall,  solely 
by reason of his or her handicap, be excluded 
from participation in (including employment), 
denied program benefits or subjected to 
discrimination under any program or activity 
receiving federal assistance funds. 


DISCRIMINATION PROHIBITED 
 
 
 


No person shall be excluded from participation 
in, be denied the benefits of, including 
employment or selection of contractors, or be 
subjected to discrimination on the basis of 
handicap, i.e. physically disabled, speech or 
hearing impaired, or visually handicapped 


 
 
 
 


No person in the United States shall, on the 
ground of race, color or national origin be 
excluded from participation in, be denied the 
benefits of, or be subjected to discrimination 
under any program or activity funded in whole 
or in part under this title. 


 
 
 
 
 


No persons shall, on the basis of age, be 
excluded from participation in, be denied the 
benefits of, or be subjected to discrimination 
under any program or activity receiving 
federal financial assistance. 


 
Any prohibition against discrimination on the 
basis of age or with respect to an otherwise 
handicapped individual as provided  in Section 
504 of Rehabilitation Act of 1973 shall also 
apply to any such program or activity 


 
 
 
 


The grantees and subcontractors, if any, shall 
not discriminate against any employee or 
applicant for employment because of physical 
or mental handicap, if qualified. The grantee 
and any sub-contractors, shall  take affirmative 
action to ensure that  applicants are employed, 
and that employees are treated without 
discrimination based upon their physical or 
mental handicap 


COVERAGE 
 


Public building accessibility 


Communication aids 


Program policies and guidelines 
 


Grantees' activities shall include, but not be 
limited to, the following: employment, 
upgrading, demotion or transfer, recruitment 
or recruitment advertising, layoff or 
termination, rate of pay or other forms of 
compensation and selection for training, 
including apprenticeship 


 


Construction contracts (housing and non- 
housing) 


 
Non-construction contracts (e.g., professional 
services contracts) 


 
Recruitment 


 
Program policies and guidelines 


 
 


Construction contracts of over $10,000 
(housing and non-housing) 


 
Non-construction contracts 


Program policies and guidelines 


 
 
 
 
 
 
 
 


Contracts (housing and non-housing) 


Employee Recruitment 


Program policies and guidelines 
 


Grantees' activities shall include, but not be 
limited to, the following: employment, 
upgrading, demotion or transfer, recruitment 
or recruitment advertising, layoff or 
termination, rate of pay or other forms of 
compensation and selection for training, 
including apprenticeship. 
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LAW/EXECUTIVE ORDER 
 


Vietnam Era Veterans Readjustment 
Assistance Act of 1974, Section 402 


 
Provides that no person shall be discriminated 
against because he or she is a disabled veteran 
or a veteran of the Vietnam Era in regard to 
employment upgrading, demotion or transfer, 
recruitment, advertising, layoff or termination, 
rates of pay or other forms of compensation and 
selection for training, including apprenticeship 


 
 


Executive Order 11246: Equal 
Opportunity 


 
Provides the grantee or any contractor or 
subcontractor must agree not to discriminate 
against any employee or applicant for 
employment because of race, sex, color, 
creed, religion, or national origin. 


 
 
 
 
 


Executive Order 11063: Equal Opportunity 
in Housing, as Amended by Executive Order 
12259 


 
Directs the grantee to take all action 
necessary and appropriate to prevent 
discrimination because of race, color, 
religion, creed, sex or national origin, in the 
sale, leasing, rental and other disposition of 
real property and related facilities (including 
land to be developed for residential use), or 
the use or occupancy thereof if such property 
and related facilities are, among other things, 
provided in whole or in part with the aid of 
loans, advances, grants or contribution from 
the federal government. 


 
 


Section 3 of the Housing and Community 
Development Act of 1968 as amended by the 
Housing and Community Development Act 
of 1992 


 
Provides that to the greatest extent feasible 
training and employment opportunities shall 
be made available to lower-income residents 
of the unit of local government or metropolitan 
area (or non-metropolitan county) in which the 
project is located, and that contracts be a 
warded to small businesses located within, or 
owned in substantial part by residents of the 
same metropolitan (or non-metropolitan 
county) as the project. 


DISCRIMINATION PROHIBITED 
 
 
 
 


No person shall be discriminated against because 
he or she is a disabled veteran or veteran of the 
Vietnam Era 


 
Discrimination because of race, color, creed, 
religion, sex or national origin 


 
 
 
 


Discrimination because of race, color, creed, 
religion, sex or national origin. 


 
 
 
 
 
 
 
 
 
 


Race, color, religion, creed, sex or national 
origin. 


COVERAGE 
 
 
 


Construction contracts (housing and non- 
housing) 


 
Non-construction contracts 


Employee recruitment 


Program policies and guidelines 
 
 
 


Construction contracts (housing and non- 
housing) 


 
Non-construction contracts (e.g., 
professional services contracts) 


 
Recruitment 


 
Program policies and guidelines 


 
 
 
 


Construction contracts - housing 


Program policies and guidelines 


 
 
 
 
 
 
 
 
 
 
 
 


Construction contracts (housing and non-housing) 


Employee recruitment 


Program policies and guidelines 
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LAW/EXECUTIVE ORDER 
 


Fair Housing Amendments Act 
of 1988, Amends Title VIII of The 
Civil Rights Act of 1968 


 
(to include prohibition against discrimination 
based on handicap and family status) 


 
The Fair Housing Law provides protection 
against the following acts, if they are based on 
race, color, religion, sex, national origin, 
handicap or family status: 


 
• Refusing to sell or rent to, deal or 


negotiate with any person. 
 


• Discriminating in terms or conditions for 
buying or renting housing. 


 
• Discriminating by advertising that 


housing is available to persons of a 
certain race, color, religion, sex, 
national origin, handicap or family 
status. 


 
• Denying that housing is available for 


inspection, sale or rent when it really 
is available. 


 
• Persuading owners to sell or rent housing 


by telling them that minority groups are 
moving into the neighborhood. 


 
• Directing renters and prospective 


homebuyers to certain areas. 


DISCRIMINATION PROHIBITED 
 
 


Race, color, religion, sex, national origin, 
handicap or family status 


COVERAGE 
 


Construction contracts - housing. 


Program policies and guidelines. 


• Single-family housing owned by private 
individuals when: 
- A broker or other person in the 


business of selling or renting 
dwellings is used; 


- Discriminatory advertising is  
used; 


• Single-family houses not owned by 
private individuals; 


• Single-family houses owned by  a 
private individual who owns more  than 
three such houses or who, in any two-
year period, sells more than one in 
which the individual was not the most 
recent resident; 


• Multi-family dwellings of five or more 
units; 


• Multi-family dwellings containing four 
or fewer units, if the owner does not 
reside in one of the units. 


• Not covered: The sale or rental of 
single-family houses owned by a 
private individual of three or fewer 
such single-family housing  with 
certain conditions: 


• Rentals of rooms or units in owner- 
occupied multi-dwelling units for 2-4 
families, if discriminatory advertising 
is not used. 


• The sale, rental or occupancy of 
dwellings which a religious 
organization owns/operates for other 
than commercial purpose to persons of 
the same religion. 


• Limit to its own members rental or 
occupancy of lodgings owned by a 
private club for other than commercial 
purposes 
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POLICY NOTICE: 	Section 3 Policy and Procedures



EFFECTIVE DATE:  July 1, 2021



TO: 	Sub-Recipients of HUD Funding and their Affiliates













Program Policy



In accordance with the requirements of Section 3 of the Housing and Urban Development Act of

1968, as amended (Section 3) and implementing regulations at 24 CFR part 75, grantees shall ensure that employment and other economic opportunities generated by the use of certain U.S. Department of Housing and Urban Development (HUD) financial assistance are, to the greatest extent feasible, directed to low- and very low-income1  persons and to business concerns that

provide economic opportunities to low- and very low-income persons.



Applicability



Section 3 requirements apply to HUD-assisted public construction projects (as well as housing rehabilitation or housing construction) when the total amount of assistance to the project exceeds $200,000 and the assistance is committed on or after July 1, 2021 (i.e., PY 2021 grants and beyond). Section 3 requirements do not apply to material supply contracts.



Background



On September 29, 2020, HUD published a Final Rule entitled “Enhancing and Streamlining the Implementation of Section 3 Requirements for Creating Economic Opportunities for Low- and Very Low- Income Persons and Eligible Businesses”2  that created new implementing regulations for Section 3. The new implementing regulations, 24 CFR part 75, introduce “labor hours” as a new metric for measuring the effectiveness of Section 3 efforts. Beginning in PY

2021, grantees must collect and report labor hour data for “Section 3 Workers” and “Targeted

Section 3 Workers” for each activity that is subject to Section 3 requirements.























1 Low- and very low-income limits are defined in Section 3(b)(2) of the Housing Act of 1937 and are determined annually by HUD. These limits are typically established at 80 percent and 50 percent of the area median individual income. HUD income limits may be obtained from: https://www.huduser.gov/portal/datasets/il.html.

2 85 FR 61524



I. 	Definitions3



A.  Section 3 projects



1.  HUD-assisted housing rehabilitation, housing construction, and other public construction projects when the total amount of assistance to the project exceeds

$200,000. The project is the site or sites together with any building(s) and improvements located on the site(s) that are under common ownership, management, and financing.



B.  Section 3 worker



1.  Any worker who currently fits or when hired within the past five years fit at least one of the following categories, as documented:



a.  The worker’s income for the previous or annualized calendar year is below the income limit4  established by HUD.



b.  The worker is employed by a Section 3 business concern (defined below). c.   The worker is a YouthBuild participant.

2.  The status of a Section 3 worker shall not be negatively affected by a prior arrest or conviction.



3.  Nothing in this policy or 24 CFR 75 shall be construed to require the employment of someone who meets this definition of a Section 3 worker. Section 3 workers are not exempt from meeting the qualifications of the position to be filled.



C.  Targeted Section 3 worker



1.  A Section 3 worker who is:



a.  A worker employed by a Section 3 business concern; or



b.  A worker who currently fits or when hired fit at least one of the following categories, as documented within the past five years:



i. 	Living within the service area or the neighborhood of the project (defined below); or



ii. 	A YouthBuild participant. D.  Section 3 business concern

1.  A business concern meeting at least one of the following criteria, documented within the last six-month period:



a.  It is at least 51%% owned and controlled by low- or very low-income persons;







3 24 CFR 75.5

4 HUD income limits are available at https://www.huduser.gov/portal/datasets/il.html.
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b.  Over 75% of the labor hours performed for the business over the prior three- month period are performed by Section 3 workers; or



c.   It is a business at least 51% owned and controlled by current public housing residents or residents who currently live in Section 8-assisted housing.



2.  The status of a Section 3 business concern shall not be negatively affected by a prior arrest or conviction of its owner(s) or employees.



3.  Nothing in this policy or 24 CFR 75 shall be construed to require the contracting or subcontracting of a Section 3 business concern. Section 3 business concerns are not exempt from meeting the specifications of the contract.



E.  Service area or the neighborhood of the project



1.  An area within one mile of the Section 3 project or, if fewer than 5,000 people live within one mile of a Section 3 project, within a circle centered on the Section 3 project that is sufficient to encompass a population of 5,000 people according to the most recent U.S. Census.



II.  Requirements5



A.  Employment and training.



1.  To the greatest extent feasible, and consistent with existing Federal, state, and local laws and regulations, grantees shall ensure that employment and training opportunities arising in connection with Section 3 projects are provided to Section 3 workers within the metropolitan area (or non-metropolitan county) in which the project is located.



2.  Where feasible, priority for opportunities and training associated with Section 3 projects should be given to:



a.  Section 3 workers residing within the service area or the neighborhood of the project, and



b.  Participants in Youth-build programs.



B.  Contracting.



1.  To the greatest extent feasible, and consistent with existing Federal, state, and local laws and regulations, grantees shall ensure contracts for work awarded in connection with Section 3 projects are provided to business concerns that provide economic opportunities to Section 3 workers residing within the metropolitan area (or non- metropolitan county) in which the project is located.



2.  Where feasible, priority for contracting opportunities associated with Section 3 projects should be given to:



a.  Section 3 business concerns that provide economic opportunities to Section 3 workers residing within the service area or the neighborhood of the project, and











5 24 CFR 75.19



b.  YouthBuild programs.



III. Section 3 Benchmarks6



A.  For each Section 3 project, grantees must attempt, to the greatest extent feasible, to meet or exceed the following Section 3 benchmark goals for Section 3 workers and Targeted Section 3 workers:



1.  The benchmark for Section 3 workers is 25% or more of the total number of labor hours worked by all workers on a Section 3 project.



2.  The benchmark for Targeted Section 3 workers is 5% or more of the total number of labor hours worked by all workers on a Section 3 project.



IV. Procedures for Section 3 Projects



A.  Qualitative Efforts



1.  Grantees and their contractors and subcontractors (Contractors) should make qualitative efforts to meet Section 3 benchmarks and assist low- and very low- income persons with employment and training opportunities. Such actions may include but are not limited to the following:



a.  Engage in outreach efforts to generate job applicants who are Targeted Section

3 workers.



b.  Provide training or apprenticeship opportunities.



c.   Provide technical assistance to help Section 3 workers compete for jobs (e.g., resume assistance, coaching).



d.  Provide or connect Section 3 workers with assistance in seeking employment including: drafting resumes, preparing for interviews, and finding job opportunities connecting residents to job placement services.



e.  Hold one or more job fairs.



f. 	Provide or refer Section 3 workers to services supporting work readiness and retention (e.g., work readiness activities, interview clothing, test fees, transportation, childcare).



g.  Provide assistance to apply for/or attend community college, a four-year educational institution, or vocational/technical training.



h.  Assist Section 3 workers to obtain financial literacy training and/or coaching.























6 85 FR 60907
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i. 	Engage in outreach efforts to identify and secure bids from Section 3 business concerns.



j. 	Provide technical assistance to help Section 3 business concerns understand and bid on contracts.



k.   Divide contracts into smaller jobs to facilitate participation by Section 3 business concerns.



l. 	Provide bonding assistance, guaranties, or other efforts to support viable bids from Section 3 business concerns.



m. Promote use of business registries designed to create opportunities for disadvantaged and small businesses.



n.  Outreach, engagement, or referrals with the state one-stop system as defined in

Section 121(e)(2) of the Workforce Innovation and Opportunity Act.



o.  Other efforts, as applicable.



C.  Contract Solicitation



1.  Grantees must include Section 3 requirements in solicitations for Section 3 projects.

At a minimum, bid solicitations for Section 3 projects must:



a.  State that the proposed work is subject to Section 3;



b.  Provide the criteria for determining eligibility as a Section 3 business concern

(see 24 CFR 75.5);



c.   Provide the "Section 3 Business Self-Certification form7; 404.5



d.  Provide the "Contractor Workforce Section 3 Certification form8 ; 404.6



e.  Provide the Monthly Contractor 3 Utilization Report9  ; 404.8



f. 	Provide the Section 3 Worker Status Certification form10 ; 404.9



g.  State the selected Contractor’s Section 3 obligations, as described at 24 CFR

75.19;



h.  State the selected Contractor’s labor hours benchmark goals for Section 3 workers and Targeted Section 3 workers; and



i. 	State the selected Contractor’s Section 3 reporting obligations, including:

i. Submission of a Contractor Workforce Section 3 Certification form;









7 Format provided by ODOC

8 Format provided by ODOC

9 Format provided by ODOC

10 Format provided by ODOC





ii. 	Submission of a Section 3 Worker Status Certification form for each worker;

and



iii. 	Submission of Monthly Section 3 Utilization Reports that include:



a.  The total number of labor hours worked during the reporting period;



b.  The total number of labor hours worked by Section 3 workers during the reporting period; and



c.   The total number of labor hours worked by Targeted Section 3 workers during the reporting period.



D.  Contract Provisions



1.  Grantees must include language11  applying Section 3 requirements in contracts for

Section 3 Projects; 404.4



DI.  Section 3 Business Self-Certification



1.  A Contractor must submit a Section 3 Business Self-Certification form to the grantee to be classified as a Section 3 business concern. 404.5



2.  The grantee may request supporting documentation to validate a Contractor’s self- certification.



DII.  Worker Certification



1.  Contractor Workforce Section 3 Certification form. 404.9



a.  Contractors must submit a Contractor Workforce Section 3 Certification form to the grantee with the first Monthly Section 3 Utilization Report. Contractors must submit an additional Contractor Workforce Section 3 Certification form if additional workers are hired during a Section 3 project.



2.  Contractors must submit a Section 3 Worker Status Certification form for each worker on a Section 3 Project.



a.  The grantee may request supporting documentation to validate a worker’s

Section 3 status self-certification.



DIII.  Monthly Section 3 Utilization Report



1.  Contractors must submit Monthly Section 3 Utilization Reports to the grantee for the duration of the contract. 404.8



V.  Reporting



A.  Notice of Contract Award







11 Section 3 Clause. See Attachment 404.4



1.  In accordance with Program Policy, grantees must submit a Notice of Award (NOA) to ODOC for each construction procurement action funded in whole or in part by a federally funded ODOC program. Grantees upload the NOA directly into their OKGrants contract file. (See Policy 407 for Contractor Bid Documents)



a.  For each contract associated with a completed Section 3 project, grantees must report to ODOC the total number of labor hours worked, the total number of labor hours worked by Section 3 workers, and the total number of labor hours worked by Targeted Section 3 workers (at closeout).



b.  If the grantee’s reporting of labor hours indicates that the grantee has not met the Section 3 benchmarks, the grantee must report the qualitative efforts it and its Contractors took to meet the benchmarks.







VI. Record-keeping & Submittal in OKGrants



A.  Certifications



1.  Grantees must maintain a Section 3 Worker Status Certification form for each worker on a Section 3 Project.



2.  Grantees must maintain a Contractor Workforce Section 3 Certification form for each

Contractor on a Section 3 project.



3.  Grantees must maintain a Section 3 Business Self-Certification form for each

Contractor on a Section 3 project that self-certifies Section 3 business concern status.



B.  Monthly Section 3 Utilization Reports



1.  Grantees must maintain Monthly Section 3 Utilization Reports for each contract associated with a Section 3 project and submit to ODOC with their monthly pay estimate/invoice and their weekly payroll reports for review.



C.  Qualitative Efforts



1.  Grantees must maintain documentation of any efforts made by the grantee and its Contractors to meet Section 3 benchmarks and assist low- and very low-income persons with employment and training opportunities. As applicable, documentation may include but is not limited to:



a.  Copies of direct mail solicitations;



b.  Email and Internet outreach efforts;



c.   Formal advertisements;



d.  Flyers or brochures about meetings;



e.  Sign-in lists from job fairs and other public meetings;



f. 	Agendas and/or meeting notes from meetings with Contractors;



g.  Other documentation, as appropriate.



VII. Oversight and Monitoring - See Policy 409



ODOC will provide technical assistance regarding Section 3 procedures and reporting requirements upon request.   ODOC will monitor grantee compliance with Section 3 requirements as part of the grant closeout process.  If ODOC issues a Finding for non- compliance with Section 3, the grant recipient could be penalized with not receiving future grant contracts.



VIII. Closeout - See Policy 409



The Grantee shall submit, with grant contract closeout documents, a FINAL "Section 3

Total Worker Hours Closeout Reporting Form" and supporting documentation for quantitative efforts as applicable.
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Sample Section 3 Business and Employment Notice



[bookmark: _GoBack](Instructions:  Publish as a display advertisement in the local paper’s non-legal section or post at the local government and other Section 3 area locations.)



(Insert Locality’s name) is preparing to carry out the (insert Name of Project) through the use of Community Development Block Grant Funds.  In the implementation of this project the following job types may be available:



(Insert List of Job Classifications to be used during project)



All job openings will be posted at (local government office or list other posting locations).  To the greatest extent feasible, employment and training positions will be made available to qualified persons who permanently reside in (Insert the County’s or local municipality name as Section 3 area). Persons qualified for the jobs listed should register at the following location:



(Insert Name and Address of posting locations and/or Other Locations)



Additionally, the following contracts and procurements will/may be made and to the greatest extent feasible, businesses located in and owned by persons residing in (Insert the County’s name as Section 3 area) will be utilized:



(Insert list of construction, non-construction, and service contracts to be procured during the project. Also, insert list of construction subcontracts, major, specific equipment and general types of materials to be used during the project.)



All above-referenced procurements will be made on a competitive basis.  The names of businesses who respond to this notice will be included on procurement lists for this project.  Names of job seekers will be given to contractors.



Any person residing or firm located in the above-named areas may request to participate in procurement opportunities associated with this project by contacting (Insert local contact information) within ten (10) days of this notice.

	



Section 3 Policy and Procedures 7/2021		Sample Section 3 Business and Employment Notice






Section 3 Policy and Procedures 7/2021 Section 3 Clause *Modified 


Not specified by the New Rule, the Section 3 Clause may still be used as a contract clause, as revised. 


Section 3 Clause 


ALL SECTION 3 COVERED CONTRACTS SHALL INCLUDE THE FOLLOWING CLAUSE 


(REFERRED TO AS THE SECTION 3 CLAUSE): 


A. The work to be performed under this contract is subject to the requirements of section 3 of the Housing
and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (Section 3). The purpose of Section 3
is to ensure that employment and other economic opportunities generated by HUD assistance or HUD-
assisted projects covered by Section 3, shall, to the greatest extent feasible, be directed to low- and very
low-income persons, particularly persons who are recipients of HUD assistance for housing.


B. The parties to this contract agree to comply with HUD’s regulations in 24 CFR 75, which implement
Section 3. As evidenced by their execution of this contract, the parties to this contract certify that they are
under no contractual or other impediment that would prevent them from complying with the part 75
regulations.


C. The contractor agrees to send to each labor organization or representative or workers with which the
contractor has a collective bargaining agreement or other understanding, if any, a notice advising the labor
organization or workers’ representative of the contractor’s commitments under this Section 3 clause, and
will post copies of the notice in conspicuous places at the work site where both employees and applicants
for training and employment positions can see the notice. The notice shall describe the Section 3 preference,
shall set forth minimum number and job titles subject to hire, availability of apprenticeship and training
positions, the qualifications for each; and the name and location of the person(s) taking applications for
each of the positions; and the anticipated date the work shall begin.


D. The contractor agrees to include this Section 3 clause in every subcontract subject to compliance with
regulations in 24 CFR 75, and agrees to take appropriate action, as provided in an applicable provision of
the subcontract or in this Section 3 clause, upon a finding that the subcontractor is in violation of the
regulations in 24 CFR 75. The contractor will not subcontract with any subcontractor where the contractor
has notice or knowledge that the subcontractor has been found in violation of the regulations in 24 CFR 75.


E. The contractor will certify that any vacant employment positions, including training positions, that are
filled (1) after the contractor is selected but before the contract is executed, and (2) with persons other than
those to whom the regulations of 24 CFR 75 require employment opportunities to be directed, were not
filled to circumvent the contractor’s obligations under 24 CFR 75.


F. Noncompliance with HUD’s regulations in 24 CFR 75 may result in sanctions, termination of this
contract for default, and debarment or suspension from future HUD assisted contracts.


G. With respect to work performed in connection with Section 3 covered Indian housing assistance, section
7(b) of the Indian Self-Determination and Education Assistance Act (25 U.S.C. 450e) also applies to the
work to be performed under this contract. Section 7(b) requires that to the greatest extent feasible (i)
preference and opportunities for training and employment shall be given to Indians, and (ii) preference in
the award of contracts and subcontracts shall be given to Indian organizations and Indian-owned Economic
Enterprises. Parties to this contract that are subject to the provisions of Section 3 to the maximum extent
feasible, but not in derogation of compliance with section 7(b).








(Rev 7/21) 


Oklahoma Department of Commerce 
Community Development Division


Section 3 Business Self-Certification 


Business Name ___________________________ 
Street Address ____________________________ 
City _____________________________________ 
State ___________________________________ 
Zip Code _________________________________ 


Business Phone Number _____________________ 
Business Website ___________________________ 
Business Point of Contact ____________________ 
Business Email _____________________________


Type of Business: (Check One): __ Corporation  __ Partnership  __ Sole Proprietorship  __ Other 


In accordance with 24 CFR 75, a business must meet at least one of the following criteria, documented within the 
last six-month period, to self-certify as a Section 3 business concern. Select all that apply: 


___ The business is at least 51 percent owned and controlled by low- or very low-income persons1; 


___ Over 75 percent of the labor hours performed for the business over the prior three-month period are performed 
by Section 3 workers2; or 


___ The business is at least 51 percent owned and controlled by current public housing residents or residents who 
currently live in Section 8-assisted housing.3 


 The business DOES NOT meet the above criteria. 


The status of a Section 3 business concern shall not be negatively affected by a prior arrest or conviction of its 
owner(s) or employees. 


By submitting this form, I certify that the information contained on this form is true and accurate and meets U.S. 
Department of Housing and Urban Development (HUD) Section 3 business self-certification eligibility 
requirements in accordance with 24 CFR Part 75. 
Date: ____________________________________ 


Signature: ______________________________ 


Name: __________________________________ 


Title: ___________________________________ 


1 HUD income limits are available at https://www.huduser.gov/portal/datasets/il.html. Business may be required to provide proof of 
ownership and a completed Section 3 Worker Status Certification form for each owner. 
2 Business may be required to provide full staff payrolls for the prior three-month period and completed Section 3 Worker Status 
Certification forms for all personnel. 
3 Business may be required to provide proof of ownership and verification of residence in public housing or Section 8-assisted 
housing. 



https://www.huduser.gov/portal/datasets/il.html
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Oklahoma Department of Commerce


Community Development


Monthly Section 3 Utilization Report 


_  ToReporting Period1: From__________  _____________ 


   Contractor Name: 
   Contractor Address: ___________________________________ 


_      ________________________________  
       _________ 


  
__________________________


Contractor Phone Number: ___________________________ No


Subcontractor  


Project Name: 


Project Location2: ______________________________


  Contractor Type: Prime Contractor ___ ___ 


Section 3 Business Concern3: Yes ___  ___    


Labor Hour Classification10 


Employee Name Work Classification4 Section 3 Status5 
Total Labor 


Hours6 
Unclassified 
Labor Hours7 Section 3 


Labor Hours8 


Targeted 
Section 3 


Labor Hours9 


TOTAL: 


CONTRACTOR CERTIFICATION: 


I hereby certify the accuracy of the data reported above. 


Date: _________________________________ 


Signature: ________________________________ 


Name: ________________________________  


Title: ________________________________ 


 FOR GRANT RECIPIENT USE ONLY11 


 Grantee Name: ____________________________ 
 Grant Number: _____________________________ 
 Project: ___________________________________      Date: Reviewed by: __________ _____________ 
 Activity: ___________________________________ 


  (Rev. 7/21) 







Instructions: Monthly Section 3 Utilization Report 


Contractors and subcontractors must submit the Monthly Section 3 Utilization Report form to the ODOC Grantee to report 
labor hours worked on Section 3 projects. See Program Guidance for more information regarding Section 3 compliance. 


1 The Reporting Period may not exceed four weeks. 


2 The Project Location should include the local jurisdiction as name of City/Town and name of County. 


3 A Section 3 business concern is a business concern meeting at least one of the following criteria, documented within the 
last six-month period: 1) It is at least 51 percent owned and controlled by low- or very low-income persons; 2) Over 75 
percent of the labor hours performed for the business over the prior three-month period are performed by Section 3 
workers; or 3) It is a business at least 51 percent owned and controlled by current public housing residents or residents 
who currently live in Section 8-assisted housing. Contractors and subcontractors must submit a Section 3 Business Self-
Certification form to be considered a Section 3 business concern. 


4 List classification descriptive of work performed by employee. 
5 Section 3 status: Section 3 Worker, Targeted Section 3 Worker, or Unclassified, as documented by a Worker 
Certification form. Note: The status of a Section 3 worker or Targeted Section 3 worker shall not be negatively affected by 
a prior arrest or conviction. 


A Section 3 worker is any worker who currently fits or when hired within the past five years fit at least one of the 
following categories, as documented: 1) The worker’s income for the previous or annualized calendar year is below 
the income limit established by HUD Section 8 Individual income limits https://www.huduser.gov/portal/datasets/
il.html; 2) The worker is employed by a Section 3 business concern; or 3) The worker is a YouthBuild participant. 


A Targeted Section 3 worker is 1) A worker employed by a Section 3 business concern; or 2) A worker who currently 
fits or when hired fit at least one of the following categories, as documented within the past five years: a) Living 
within the service area or the neighborhood of the project; or b) A YouthBuild participant. 


An Unclassified worker is a worker who does not meet the criteria for either Section 3 worker or Targeted Section 3 
worker. 


6 Total Labor Hours.  Total labor hours worked on the Section 3 project during the reporting period. 


7 Unclassified Labor Hours.  Labor hours performed by an Unclassified worker. 


8 Section 3 Labor Hours. Labor hours performed by a Section 3 worker.  Note: Labor hours for Targeted Section 3 
Workers must be entered as Section 3 Labor Hours and Targeted Section 3 Labor Hours. 


9 Targeted Section 3 Labor Hours.  Labor hours performed by a Targeted Section 3 worker. Note: Labor hours for 
Targeted Section 3 Workers must be entered as Section 3 Labor Hours and Targeted Section 3 Labor Hours. 


10 Labor Hour Classification example: 


Labor Hour Classification10


Employee Name Work Classification4 Section 3 
Status5 


Total Labor 
Hours6 


Unclassified 
Labor Hours7 


Section 3 
Labor Hours8 


Targeted 
Section 3 


Labor Hours9 


Employee A Bricklayer Unclassified 65 65 
Employee B Tile Setter Section 3 Worker 60 60 


Employee C Roofer Targeted Section 
3 Worker 70 70 70 


Total 195 65 130 70 


11 The Oklahoma Dept. of Commerce (ODOC) grantee must enter the grant number and project/activity name. 
The grantee must enter initials and date after performing a basic review (e.g. form is complete and Labor Hour 
Classifications accurately reflect Section 3 Status). The grantee may request additional information or supporting 
documentation to clarify inaccuracies or omissions. 



https://www.huduser.gov/portal/datasets/il.html
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Oklahoma Department of Commerce 
Community Development Division 


Section 3 Worker Status Certification 


An individual who works or seeks to work on a Section 3 project must certify his/her eligibility to be classified 
as a Section 3 Worker or Targeted Section 3 Worker, as defined in 24 CFR part 75.  The status of a Section 3 
Worker or Targeted Section 3 Worker shall not be negatively affected by a prior arrest or conviction. 


Please select the applicable classification. 


I am a worker who currently fits or when hired within the past five years fit one of the following categories, as 
documented: 


Section 3 Worker 


___ My income for the previous calendar year is below the income limit1 established by HUD; 


Targeted Section 3 Worker 


___ I am a YouthBuild participant 2; or 


Unclassified 


___ None of the above. 


By submitting this form, I certify that the information contained on this form is true and accurate and meets U.S. 
Department of Housing and Urban Development (HUD) Section 3 self-certification eligibility requirements in 
accordance with 24 CFR part 75. 


Date: _____________________________________ 


Signature: _______________________________ 


Name: __________________________________ 


Address: ________________________________


1 HUD income limits are available at https://www.huduser.gov/portal/datasets/il.html. 
2 Individual may be required to provide evidence that he/she is a YouthBuild participant. 



https://www.huduser.gov/portal/datasets/il.html
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Grantee Section 3 Review Checklist 


• Section 3 FAQ https://www.hudexchange.info/section-3/faqs/


•     Learn  about https://www.hud.gov/program_offices/field_policy_mgt/section3


• Section 3 Training  https://www.hudexchange.info/trainings/section-3/


• Section 3 https://www.hudexchange.info/programs/section-3/


At Grant Award or RROF  and Removal of Contract Conditions


Grantee adopts a resolution and "Attachment A" Section 3 Plan to comply with Section 3 at 
24 CFR Part 75. The regulations at 24 CFR Part 75 are applicable to projects for which 
assistance or funds are committed on or after July 1, 2021. 
Have the Section 3 poster promoting Section 3 Business Registry and the Section Opportunity 
Portal hanging up at the City or County Building as well as any relevant places in the 
community (Job centers, etc).   


At the time project goes out to bid 


Bid advertisement contains Section 3 language. 
Bid Documents contain Section 3 language under 24 CFR Part 75.  This includes a Bidder Intent to 
Comply with Section 3 that is required to be submitted with bid documents.  There is also a FAQ on 
Section 3 that should be included for bidders.  
Send bid documents to compliance specialist for approval (Grant Administrator or ODOC Project Manager).  
The Section 3 contract opportunity has been posted at 
https://hudapps.hud.gov/OpportunityPortal/ and documentation of posting has been obtained. An 
account log in will need to be created to post contract opportunities to this website. 
A print out should be provided for verification to the OKGrants file.


Project Name and Number: 


Checklist Review by: Contact Information: 


NOTE: This form is to only be used for projects with over $200,000 in HUD funding in which 
assistance or funds are committed on or after July 1, 2021. 


Oklahoma Department of Commerce







Directly solicit Section 3 business. A listing can be found at the following link. 
https://portalapps.hud.gov/Sec3BusReg/BRegistry/SearchBusiness  Minority, Woman Owned, 
and Disadvantaged firms should also be directly solicited.  Documentation must be in file.  
Any prebid meetings will need to discuss Section 3 requirements as well as documentation 
provided. Provide Section 3 monthly reporting form.  
Answer any questions bidders have regarding the new Section 3 regulations.  Seek CDBG help if 
needed. 


At the time of bid opening 


Verify Bid documents are completed with Section 3 requirements.  The Section 3 Intent to 
Comply has also been signed by the bidder (contractor).  In order to be an acceptable bidder, 
these must be completed. Note: Low- and very low-income individuals and Section 3 business 
concerns must be able to demonstrate that they have the ability or capacity to perform the 
specific job or successfully complete the contract that they are seeking. 


Preconstruction Conference: This is a very important time to discuss with contractor Section 3 
compliance.  Explain you must start early in the project to be in compliance with Section 3.  


It is very  important  contractors  are  made aware of their responsibilities; and grant recipients are 
required to ensure this has been completed.  Ensure that contractors are made aware of  their 
responsibilities and this is documented during the pre-construction conference.  
Provide the Section 3 monthly reporting form and explain all information on the form will be required.  
Discuss reporting requirements of Section 3 workers and Targeted Section 3 workers. The total number 
of labor hours that are worked on the Section 3 project must be reported along with how many hours are 
completed by Section 3 workers and Targeted Section 3 workers.  Note: For those employers who do not 
track labor hours in detail through a time-and-attendance system, HUD does not require they acquire 
such a system.  Instead, they may provide a good faith assessment of the labor hours for a full-or part-
time employee. A project  can’t  be  completed until these hours are reported to ODOC. Explain that if 
safe harbor benchmarks aren’t met, then the contractor is required to report a number of qualitative 
efforts to assist low- and very low-income persons with employment and training opportunities. Discuss 
with the contractor how they plan to meet the qualitative effort portion.  Seek help from your CDBG 
compliance specialist if needed.    


Certification requirements and documentation of certification must also be present in a recipient’s 
Section 3 file (OKGrants) for Section 3 Workers and Targeted Section 3 Workers. 
Explain what documentation is needed to be obtained by the company to verify Section 3 and Targeted 
Section 3 worker status.  


Note: Recipients may report on Section 3 workers and Targeted Section 3 workers 
for five years from when their certification as a Section 3 worker or Targeted 
Section 3 worker is established. Section 3 is no longer tracked by new workers only.  


Inform contractor they will be required to sign a contract with Section 3 requirements. Ensure proper 
Section 3 language is in contract. See Sample Section 3 Plan for contractors.







Encourage contractors if they are using subcontractors to directly solicit from Section 3, 
disadvantaged and small businesses.  This is one way they can show qualitative efforts to meet 
Section 3 regulations.  Direct solicitation of subcontractors must be documented. 
Discuss with company if they provide apprenticeship opportunities, training or education 
assistance.  This is another way to show qualitative efforts to meet Section 3 requirements.  
Provide the contractor with the two Section 3 posters. Explain the first poster is to promote the 
Section 3 Business Registry and the Section Opportunity Portal.  It should be hung at the 
worksite, place of business, and any other relevant places such as job centers.  The second poster 
must be placed at the worksite (labor board area) with a designated Section 3 coordinator. These 
actions will provide one qualitative effort to meet Section 3 requirements if safe harbor 
benchmarks are not met. https://www.hud.gov/program_offices/field_policy_mgt/section3/products
Explain the importance of having a Section 3 coordinator for the project. The Section 3 
coordinator for the selected company should be able to answer Section 3 questions or obtain 
Section 3 information.  The Section 3 poster that is required at the job site requires a coordinator 
and contact information including an email and phone number.  This is stated in the bidder 
intent to comply.  All Section 3 inquiries should be documented. 
Ensure contractor fully knows Section 3 responsibilities. Explain the business can be prevented 
from bidding on future Section 3 projects if willful noncompliance is shown.  
Ensure documentation requirements of Section 3 are fully understood by contractor.  


Final payment/ Monitoring/Project Closure 


One of the most important requirements is to keep adequate documentation of Section 3 
requirements in grantee’s file and this will be verified at monitoring. Record keeping 
requirements for recipients are found at 24 CFR § 75.31. Recipients are required to maintain 
documentation to demonstrate compliance with the regulations and are responsible for 
requiring their contractors/subcontractors to maintain or provide any documentation that will 
assist recipients in demonstrating compliance, including documentation that shows hours 
worked by Section 3 workers, Targeted Section 3 workers, and any qualitative efforts to comply 
with Section 3. Examples of documentation can be found in 24 CFR §75.31. Maintain supporting 
documentation that reflects the recipient's Section 3 compliance activities, along with 
affirmative action and equal opportunity efforts in the areas of employment, program benefits, 
contracting, and housing activities.  
Maintain direct solicitation, advertisements, and procurement records.   Ensure contractor has 
Section 3 reporting requirements.  Before final payment, it is encouraged to obtain this 
information.  
Section 3 closeout report must be completed for project closeout and submitted to ODOC. 


If Section 3 reporting information is not obtained, a project cannot be closed as ODOC is 
required to report Section 3 information directly to HUD.   



https://www.hud.gov/program_offices/field_policy_mgt/section3/products
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Stacie Willis


From: Matt Clarkson
Sent: Monday, February 24, 2020 8:28 AM
To: Stacie Willis; Lynne Bajema
Subject: RE: Policy for Submission of Audit to Federal Clearinghouse


Stacie, 
 
We submit the state SEFA to the Federal Clearinghouse. If this CFDA is reported in your financial statements, it will be 
included in our submission. 
 
I apologize, I thought I had already responded to this request. 
 
If you need anymore information, please let me know. 
 
 
Matt Clarkson, CPA | Financial Reporting Supervisor 
p. 405‐521‐2759 | f. 405‐521‐2001  
Central Accounting and Reporting | OMES 


   
Sign up to receive email or wireless updates from OMES. 
 
 
 
 


From: Stacie Willis <Stacie.Willis@okcommerce.gov>  
Sent: Friday, February 21, 2020 5:33 PM 
To: Lynne Bajema <Lynne.Bajema@omes.ok.gov>; Matt Clarkson <Matt.Clarkson@omes.ok.gov> 
Subject: RE: Policy for Submission of Audit to Federal Clearinghouse 
 
Good afternoon!  I’m just following up on the policy for audit submission.  I’ll need to provide a response to our program 
staff by late next week. 
 


Stacie Willis 
Chief Financial Officer 
Oklahoma Department of Commerce 
Stacie.Willis@OKcommerce.gov 
405-815-5302 | OKcommerce.gov 
 
OK, LET’S COUNT! Census 2020 
The 2020 U.S. Census is right around the corner! It is important that all Oklahomans are counted. Want to do your part to spread the 
word? Sign up for the OK, LET’S COUNT community partner email! 
Learn more about the 2020 Census at OKletscount.org. 
When Everyone Counts, Everyone Wins! 


 


From: Lynne Bajema <Lynne.Bajema@omes.ok.gov>  
Sent: Wednesday, February 12, 2020 9:06 PM 
To: Matt Clarkson <Matt.Clarkson@omes.ok.gov> 
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Cc: Stacie Willis <Stacie.Willis@okcommerce.gov> 
Subject: Fwd: Policy for Submission of Audit to Federal Clearinghouse 
 
Matt would you please provide Stacie with the information she is requesting? 
 
Thanks. 
Get Outlook for iOS 


From: Stacie Willis <Stacie.Willis@okcommerce.gov> 
Sent: Wednesday, February 12, 2020 2:05:19 PM 
To: Lynne Bajema <Lynne.Bajema@omes.ok.gov> 
Subject: Policy for Submission of Audit to Federal Clearinghouse  
  
Good afternoon!  As part of the application for Community Development Block Grant Disaster Recovery funds, HUD is 
requesting documentation of the policies and procedures for submission of the State’s audit to the Federal Audit 
Clearinghouse.  Does OMES have a policy for that?  ODOC used to submit our separate audit, but since the 
Clearinghouse checks FEIs now we just rely on the State’s submission. 
  


Stacie Willis 
Chief Financial Officer 
Oklahoma Department of Commerce 
Stacie.Willis@OKcommerce.gov 
405-815-5302 | OKcommerce.gov 
  
OK, LET’S COUNT! Census 2020 
The 2020 U.S. Census is right around the corner! It is important that all Oklahomans are counted. Want to do your part to spread the 
word? Sign up for the OK, LET’S COUNT community partner email! 
Learn more about the 2020 Census at OKletscount.org. 
When Everyone Counts, Everyone Wins! 
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May 12, 2020 


Brent Kisling, Executive Director  
Oklahoma Department of Commerce 
900 N. Stiles Ave 
Oklahoma City, OK 73104 


Mr. Kisling: 


This letter is to provide documentation as to Arledge & Associates, P.C.’s (the firm’s) role as the internal auditor 
for the Oklahoma Department of Commerce’s CDBG-Disaster Recovery Program (the Program). 


The firm provides the following: 


1. Both programmatic and financial oversight of Grantee activities.  Specifically, we perform procedures 
necessary to determine the Program’s compliance with applicable requirements and perform tests as 
considered necessary in the circumstances.   


2. Our procedures would include detecting fraud, waste and abuse as follows: 


 Discussing with Program personnel to identify opportunities and risks for fraud, waste and abuse. 


 Inquiring of Program personnel their knowledge of any fraud, waste and abuse. 


 Following up by changing further inquiry, scope and testwork as necessary. 


3. Specifically, the firm provides services in the following manner: 
 The firm will apply auditing standards generally accepted in the United States of America and the 


standards applicable to financial audits contained in Government Auditing Standards issued by 
the Comptroller General of the United States.    


 We will evaluate compliance related to the actions of personnel, contractors, vendors, grantees, 
and sub-grantees with regard to policies, procedures, and applicable laws, regulations, and 
governance standards of the Program. 


 Our monitoring will be conducted on a quarterly basis and our reports will be rendered quarterly 
unless conditions require a more frequent reporting. 


If you have any further questions, please contact me. 


 


Respectfully, 


 


James S. Denton, CPA 


  


 


 












1 
 


Oklahoma Department of Commerce 
Financial Services Policies and Procedures Manual 


1



158781

Rectangle







 
2







 


Contents 
Internal Control Policy .............................................................................................................................. 6 


Financial Report – Audit/Budget Information .......................................................................................... 7 


Financial and Single Audit Policy ............................................................................................................... 9 


Corrective Action Plan Policy .................................................................................................................. 10 


Financial Statement Preparation Policy .................................................................................................. 12 


Financial Report – Budget and Actual ..................................................................................................... 13 


Cash Adjustments ................................................................................................................................... 17 


Allotment Transfers, Increases and Reductions ..................................................................................... 19 


Cash Receipts .......................................................................................................................................... 22 


Cash Receipts Journal ............................................................................................................................. 24 


Mail and Cash Receipts Process .............................................................................................................. 26 


Cash Disbursements ................................................................................................................................ 27 


Invoice Processing Policy ........................................................................................................................ 30 


Policy for Accounts Payable Invoice Numbers ........................................................................................ 32 


Cash Disbursements ................................................................................................................................ 33 


Issuing Refund Checks Out of Clearing Account ..................................................................................... 34 


Policy for the Purchase of Food and Beverages for Economic Development Activities ......................... 35 


Expenditures for Food and Beverage ...................................................................................................... 36 


FICA Savings Invoice Process ................................................................................................................... 37 


Federal Purchase Justification Form Policy ............................................................................................. 41 


Payroll Procedures .................................................................................................................................. 42 


Asset Capitalization Policy ...................................................................................................................... 47 


Obligation Journal ................................................................................................................................... 48 


Expense Journals ..................................................................................................................................... 49 


General Journals ..................................................................................................................................... 50 


Clearing Account Reconciliation ............................................................................................................. 51 


Cash Reconciliation ................................................................................................................................. 53 


Record Retention .................................................................................................................................... 54 


Reconciliations ........................................................................................................................................ 54 


Appendix A:  Accounting Desk Procedures ................................................................................................. 55 


Annual Actual and Necessary Report Procedures: ................................................................................. 57 


3







 


Entering W-9’S Into HP ........................................................................................................................... 58 


Expenses for Economic Development Seminars and Receptions Report ............................................... 59 


Record Destruction Procedures: ............................................................................................................. 61 


Receipts ................................................................................................................................................... 65 


Letter of Credit Items: (Deposits 405, 400, 412, 205) ......................................................................... 65 


Monthly Cash Allocation and Adjustments ......................................................................................... 65 


Loan Repayment Items ....................................................................................................................... 66 


Refunds ............................................................................................................................................... 67 


Other Cash Receipts Items .................................................................................................................. 68 


Mail Warrants Received from OMES daily; enter warrant list payment info ......................................... 70 


Accounts Payable Invoice Process .......................................................................................................... 74 


Approve sub-grantee expenditure reports in OK Grants and book in FD ............................................... 76 


New Contracts and modifications ........................................................................................................... 78 


Reconciling the FD to ALT Cash at EOM .................................................................................................. 86 


Approving Reimbursement Request in OK Grants and Book to FD ........................................................ 88 


New Grant/Project Set Up ...................................................................................................................... 92 


Contracts ................................................................................................................................................. 93 


Contract Modifications in PeopleSoft ..................................................................................................... 96 


Closeouts/Deobligations in PeopleSoft .................................................................................................. 96 


Payroll ..................................................................................................................................................... 96 


F&A .......................................................................................................................................................... 97 


Cash Recon .............................................................................................................................................. 98 


Grant Tracking ......................................................................................................................................... 98 


Misc. ........................................................................................................................................................ 98 


Troubleshooting ...................................................................................................................................... 99 


Commitment Control .......................................................................................................................... 99 


Budget Errors ...................................................................................................................................... 99 


Draws .................................................................................................................................................. 99 


Indirect ................................................................................................................................................ 99 


Project Teams ..................................................................................................................................... 99 


Deposits ................................................................................................................................................ 101 


Creating Deposits in PeopleSoft ........................................................................................................... 101 


Deposit Cover Sheets ............................................................................................................................ 102 


4







 


Batching Deposits ................................................................................................................................. 102 


Instructions: Drawing Federal Funds .................................................................................................... 104 


Federal Payment Requests ................................................................................................................... 117 


Running a Load File in OK Grants ...................................................................................................... 119 


Loading a File to the Voucher Staging Tables ................................................................................... 120 


Update of OK GRANTS after completion of payment ....................................................................... 128 


Use of Program Income ........................................................................................................................ 130 


Maintain Cash Disbursement Journal ................................................................................................... 134 


Closeout Procedures ............................................................................................................................. 136 


Funds Returned After Closeout ............................................................................................................ 139 


Managing Program Income for CDBGDR .............................................................................................. 140 


PeopleSoft Deposit Transfer ............................................................................................................. 140 


Depositing Funds in HP ..................................................................................................................... 141 


DRGR Procedures for Managing Program Income (From DRGR User Manual) ................................ 141 


Appendix B:  Sample Documents .............................................................................................................. 147 


Appendix C:  Chart of Accounts ................................................................................................................ 148 


Appendix D:  Example Workflows ............................................................................................................. 149 


Appendix E:  Timeline for Processing Pay Advances ................................................................................. 150 


 


  


5







 


Internal Control Policy 
 
The Oklahoma Department of Commerce has adopted the Committee of Sponsoring Organizations of 
the Treadway Commission (COSO) Integrated Framework as its Internal Control methodology. 
 
There are three agency objectives in this framework: 
 


• Operations 


• Reporting 


• Compliance 
 
There are five integrated components in this framework: 
 


• Control Environment 


• Risk Assessment 


• Control Activities 


• Information and Communication 


• Monitoring Activities 
 


ODOC has job manuals that are kept in the Financial Services Department.  They are very detailed 
manuals so it is not practical to attach all the manuals here, but a number of excerpts are attached so 
you will be able to form an opinion on the level of detail that is in the manual. 
 
The internal control policies are reviewed by the Chief Financial Officer and other relevant staff at least 
annually (or when there is a change in personnel).  In addition, the agency’s Independent Auditors 
comment on the control environment each year.  ODOC has never had a financial significant deficiency 
or material weakness reported in an audit. 
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Financial Report – Audit/Budget Information 
A. Background: 


a. The report “Audit / Budget Information” is a series of workbooks prepared for 
Commerce’s independent auditor in order that they may view the original budget work 
program and the track the changes made during the fiscal year.  One workbook is 
created for the original budget and then as each revision is prepared, submitted and 
approved by the Office of Management and Enterprise Services a new workbook 
outlining the changes for each division, the justification for the revision and a new 
summary page is created.  Each workbook contains multiple worksheets, one for each 
division that outlines by state, revolving and federal the budgeted expenditures by 
major object code.  These individual division sheets are rolled into one summary 
expenditure page for the agency.  The summary page also contains data on the 
budgeted anticipated revenue by source code. 


B. Report Procedure: 
a. Open the folder “Audit – Budget Information” located on Rhonda Lincoln’s OneDrive. 
b. If this is the first report of the fiscal year, open the workbook for the previous fiscal 


year’s original budget work program, “OriginalBWPYYYY” (“YYYY” indicates the fiscal 
year).  Save the file with the new fiscal year extension.  If the original has already been 
created for the current fiscal year, open the most current workbook (budget revisions 
are numbered sequentially) and save with the new revision number.  As an example, 
“RevisionXBWPYYYY” (“X” indicates revision number and “YYYY” indicates fiscal year). 


c. If this is the first report of the fiscal year, ensure there is a worksheet for each division 
and a summary sheet.  If this is not the first report of the fiscal year, ensure that there is 
a worksheet for each division represented in the revision, a revision summary and a 
summary worksheet.   If necessary, insert additional worksheets (or edit those already in 
existence, or delete obsolete worksheets) and indicate the appropriate name on the 
worksheet tab. 


C. First Report of the Fiscal Year -  
a. Update the title at the top of each worksheet by indicating the proper fiscal year. 
b. Clear all the dollar amounts from the “State”, “Revolving” and “Federal” columns. 
c. On the Summary worksheet indicate the budgeted revenue for state appropriations.  


The budgeted revenue for state appropriations under the “State” column should be the 
total of all 19X and 576 funds.  The budgeted revenue for state appropriations under the 
“Revolving” column should be the total for all receipt code “998” debit transfers listed 
on each 2XX budget form 33. 


d. On the Summary worksheet indicate the total budgeted income for the 2XX and 4XX 
funds as listed on the form 33’s, for the source categories:  Income from Money and 
Property (receipt code “411”), Grants, Refunds and Reimbursements (receipt code 
“5XX”) and Sales and Services (receipt code “7XX”).  Income for fund 412 should be 
listed under the “Revolving” column. 


e. Ensure that the total budgeted revenue equals the total state appropriations plus the 
total income to each fund as listed on the OSF budget form 33.  If there is a discrepancy, 
double-check all totals and correct the error. 


f. Click on the tab for the first division worksheet and pull the appropriate budget folder 
from Rhonda Lincoln’s office. 


g. Each division should have a budget packet in their folder that contains a series of budget 
detail pages with set key information listed in the right-hand column.  These detail 
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pages should be bound or paper-clipped together.  Go through each budget page adding 
the total for salary expense (object code 11) for each state-funded page and enter the 
total under the “State Funds” column.  Continue going through each budget page adding 
the total salary expense for the revolving and federal funds and enter each total under 
the correct column on the spreadsheet. 


h. Continue adding the state, revolving and federal totals for each expenditure category 
for the first division.  When complete, check to ensure that the total budget amount 
agrees with the total listed on the activity summary budget form 16’s.  If the totals do 
not agree double-check the amount for state, revolving and federal to pinpoint which 
column contains the error.  Once the column containing the error has been isolated, 
double-check the expenditure totals for each object code and correct. 


i. Complete the summary page expenditure information by adding all the state funded 
salary expenses as listed on the individual division worksheets; enter the total in the 
state funds column.  Continue adding each expense from the individual division 
worksheets and entering the total for state, revolving and federal funds in the 
appropriate column. 


j. The total expenditures on the summary worksheet must equal the total on the budget 
form OSF 21 and/or OSF 18.  Should the total budgeted expenditures not agree, double-
check by comparing the expenditures listed on the summary worksheet with the 
expenditures on the budget form OSF 18.  When the discrepancy is found, correct the 
expenditure information and if necessary, double-check the division budget folders and 
correct the appropriate division worksheet. 


D. Budget Revision: 
a. Open the most current revision workbook and update the title with the new fiscal year 


information (if necessary) and with the appropriate revision number. 
b. Ensure there are worksheets for each division represented in the revision, a revision 


summary and a new budget summary.  Edit or insert new worksheets if necessary. 
c. Clear all dollar amounts from the state, revolving and federal funds columns. 
d. On the division worksheets, enter the changes to the original or previous budgeted 


expenditure amounts.  These changes should be entered in the appropriate state, 
revolving or federal funds columns. 


e. Complete the revision summary page by adding the expenditure revisions listed on each 
division worksheet onto the revision summary page.  An explanation of the reason for 
the revision should be entered at the bottom of the revision summary. 


f. Complete the agency summary worksheet by viewing the previous budget summary and 
adding the expenditure changes from the revision summary.  Enter the new expenditure 
amounts in the appropriate column. 


g. Double-check the total for each object of expenditure by viewing the most current 
budget form OSF 18.  If the totals do not agree with the OSF 18 form, double-check each 
object of expenditure category to determine which is in error and correct.  Be sure to 
correct the division worksheet if necessary. 


E. Original Budget and Revision Reports: 
a. Upon completion of the reports, print a copy of the entire workbook.  Staple the pages 


together. 
b. File the report in Rhonda Lincoln’s office. 


 
Created by Linda Varner 2/5/2002 
Updated 3/12/20 
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Financial and Single Audit Policy 
A. Policy Objective 


a. To set forth the Oklahoma Department of Commerce's (ODOC) policy regarding the 


audit requirements and frequency of an Agency financial and single audit. 


b. To provide guidance on what is required by ODOC for the annual financial and Single 


audits to comply with state statute and federal regulations. 


B. Policy Details 
a. Annual Financial Audit 


i. ODOC will have a Financial Audit performed annually by an independent audit 


firm for all financial transactions in a timely manner adhering to Oklahoma 


statute 74 O.S. § 212a. 


b. Single Audit 


i. For fiscal years in which ODOC expends $750,000 or more in federal funds, 


ODOC will have a Single Audit performed annually by an independent audit firm 


for all financial transactions and programmatic requirements in a timely manner 


adhering to 2 CFR §200.501. 


ii. ODOC will submit the Financial Audit report to the State adhering to 74 O.S. § 


212A and 74 O.S. § 452.10. 


iii. The Office of Management and Enterprise Services will submit ODOC’s Single 


Audit information to the Federal Audit Clearinghouse as part of the State of 


Oklahoma’s Comprehensive Annual Financial Report (CAFR). 


c. Financial Audit Report 


i. The independent audit firm must submit to the Executive Director an official 


Financial Audit report and Single Audit report, if applicable, detailing the results 


of the annual financial and Single audit for all financial transactions and 


programmatic requirements. 


ii. ODOC must provide the Director of the Office of Management and Enterprise 


Services an annual Financial Audit report for all financial transactions no later 


than four (4) months following the close of the fiscal year. 


iii. ODOC will submit the Financial Audit report to the State adhering to 74 O.S. § 


212A and 74 O.S. § 452.10. 


C. Policy Roles and Responsibilities 
a. Finance department will be responsible for establishing an annual contract audit 


services to be conducted by an independent audit firm for the completion of an annual 


financial audit and Single Audit, if applicable, on all financial transactions (Financial 


Audit) and programmatic requirements. 


b. Finance department will be responsible for procuring Financial Audit services following 


the Oklahoma Central Purchasing Act. 


c. ODOC is responsible to have a complete and thorough Financial Audit of the Agency as 


set out in Oklahoma statute. 
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Corrective Action Plan Policy 
A. Policy Objective 


a. To set forth the Oklahoma Department (ODOC) policy for responding to external audits 


and reviews requiring a Corrective Action Plan (CAP). 


b. To provide guidance on what is required by ODOC for a CAP to comply with federal 


regulations. 


B. Definitions 


a. Code of Federal Regulations (CFR) – is the codification of the general and permanent 


rules published in the Federal Register by the departments and agencies of the Federal 


Government produced by the Office of the Federal Register (OFR) and the Government 


Publishing Office. 


b. Corrective Action – means action taken by the auditee that: 


i. Corrects identified deficiencies; 


ii. Produces recommended improvements; or 


iii. Demonstrates that audit findings are either invalid or do not warrant auditee 


action. 


c. Summary Schedule of Prior Audit Finding (SSPAF) - reports the status of all audit 


findings included in the prior audit's schedule of findings and questioned costs and the 


audit findings reported in the prior audit's summary schedule of prior audit findings 


except audit findings listed as corrected or no longer valid. 


d. Management Decision – means the evaluation by the Federal awarding agency or pass-


through entity of the audit findings and corrective action plan and the issuance of a 


written decision to the auditee as to what corrective action is necessary. 


e. Federal Audit Clearinghouse (FAC) – means the clearinghouse designated by OMB as 


the repository of record where non-Federal entities are required to transmit the 


reporting packages required by Subpart F- Audit Requirements of 2 CFR 200. 


C. Corrective Action Plan 


a. Per 2 CFR 200.511 (c) an auditee must prepare a corrective action plan when the audit is 


completed for each audit finding in the current year’s audit report. The auditee must 


proceed with corrective action as soon as possible, beginning no later than upon receipt 


of the auditor’s report (200.521(d)). 


b. Required elements of CAP: 


i. Audit Finding Number: This is the number assigned by the auditor 


ii. State Agency: The official name of the State agency 


iii. Responsible Person, Title: The name of the person who is responsible for the 


resolution of the finding and that person’s official title 


iv. Anticipated Completion Date: This is the planned date of resolution 


v. Agency Response: Concur or Do Not Concur 


vi. Corrective Action Plan: Narrative of the planned corrective action. 


c. Directions for Writing a CAP 


i. Indicate the strategy—the specific means, method, or approach to solving the 


identified problem(s). 
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ii. List the major actions that must be taken to implement the strategy. They 


should be listed in order of completion. In articulating the actions, stay focused 


on the big picture, naming only the most significant to achieve resolution. 


However, the owner of a specific action step may wish to add detail to the 


internal action plan to guide his or her work.  


iii. The actions should be written such that they indicate the measures of 


implementation that tell when the action step or strategy is fully realized or 


carried out. 


d. The division responsible for a federal program with audit findings must submit a CAP to 


the ODOC Chief Financial Officer within 14 days of receipt of the audit draft. 


D. Summary Schedule of Prior Audit Findings 


a. Per 2 CFR 200.511 (b) The summary schedule of prior audit findings (SSPAF) must report 


the status of all findings included in the prior audit’s schedule of findings and 


questioned costs in addition to audit findings reported in the prior audit’s SSPAFs if they 


were not listed as fully corrected or no longer valid. 


b. Required elements of a summary schedule of prior audit findings: 


i. Audit Finding Number: This is the number assigned by the auditor 


ii. State Agency: The official name of the State agency 


iii. Status: Fully Corrected, Partially Corrected, Not Corrected, No Longer Valid 


iv. Reason for Findings Recurrence: Explanation of why the finding recurred 


v. Corrective Action Taken to Date: Describe what corrective actions have been 


taken 


vi. Remaining Corrective Actions: Describe what corrective actions remain 


vii. Significant Differences from Previously Reported Corrective Action Plan: If 


applicable, explain why corrective action taken is significantly different from 


corrective action previously reported. 


c. The division responsible for a federal program with prior audit findings must submit a 


CAP to the ODOC Chief Financial Officer within 14 days of receipt of the audit draft. 
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Financial Statement Preparation Policy 
A. Policy Objective 


a. To defines the policies for reporting the Oklahoma Department of Commerce’s (ODOC) 


financial results to ensure accuracy, reliability, and conformity with Generally Accepted 


Accounting Principles (GAAP). These policies apply to internal and external reporting 


performed on a quarterly and annual basis, as well as the ongoing accounting records 


used to generate this reporting. 


B. Policy Details 
a. Responsibility for Financial Statement Preparation 


i. The Financial Services Division (FS) is responsible for ensuring that ODOC’s 


annual financial statements provided to internal or external parties are 


presented fairly in all material respects, and that these statements are in 


conformity with GAAP.  The State of Oklahoma operates on the cash basis of 


accounting.  As a result, interim reports are prepared on the cash basis of 


accounting due to the time and expense of preparing accrual basis financial 


statements.  Cash basis reporting is not compliant with GAAP.  FS is responsible 


for the timely preparation, review, and submission of all required financial 


reports. All reporting materials are subject to review by an appropriate member 


of the FS team to ensure completeness and accuracy. 


b. Annual Financial Statements 


i. Chief Financial Officer (CFO) compiles the trial balance reports utilizing the 


Combining Trial Balance from the HP financial system and ties out the 


information to the underlying support.  Separate trial balance reports are 


prepared for the federal funds and state funds.  FS retains this supporting 


documentation in the FS files (both hard copy and electronic). 


ii. FS submits the trial balance reports and supporting documentation to the 


external auditor, along with accrual reports detailing expenses to be included as 


accrued expenses in the GAAP basis financial statements. 


iii. As part of their engagement, the external auditors compile the GAAP basis 


financial statements and schedule of expenditures of Federal awards (SEFA), 


then submit them to the CFO for review and approval. 


c. Management Representation Letter 


i. On an annual basis in conjunction with the external financial statement audit, 


the Executive Director, Community Development Division Director, and CFO 


provide a Management Representation Letter to the external auditors. Among 


other representations, this letter the external auditor’s assistance with 


preparation of the financial statements and SEFA, management’s responsibility 


for those nonaudit services (including assigning the CFO to oversee the results 


of the services performed), and that the financial statements are materially 


accurate, complete, and prepared in accordance with GAAP. 
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Financial Report – Budget and Actual 
A. Background: 


a. The Combined Statements of Revenues, Expenditures and Changes in Fund Balance – 
Budget and Actual, is a report that is included in Commerce’s annual audit. This report 
indicates the budgeted and actual revenues and expenditures for all of Commerce’s 
state, revolving and federal funds that have been included in the Budget Work Program. 


b. The information reflected in the report is for the period July 1 through June 30.  
Normally the report is forwarded to Commerce’s independent auditor during the month 
of August or as soon after the end of the fiscal year as possible.  Although the report is 
not due until after the end of the fiscal year, normal practice has been to complete the 
information after the end of each calendar quarter.  By completing it once each quarter, 
budget deficiencies can be isolated and corrected, if necessary, before the end of the 
fiscal year. 


B. Report Procedure: 
a. Open the file “BudgetToActualXXXX.xls” located on Rhonda Lincoln’s “I” drive under 


Excelwrk (XXXX indicates fiscal year).  This file or workbook contains four separate 
worksheets:  state, revolving + 412, federal and totals.  If this is the first report for the 
fiscal year, save the previous year’s file with the new fiscal year extension. 


b. Enter, or if this is not the first report the fiscal year, verify that the total budgeted 
revenues amount on each worksheet is correct.  Enter or verify the budgeted revenues 
for each category as follows: 


i. State Appropriations for the state worksheet should be the total of all “1XX” and 
576 funds as shown on the Budget Work Program form 21 for the appropriate 
fiscal year (excluding carryover).  Revolving Worksheet – State appropriations 
should be the total of any debit transfers as shown on the Budget Work 
Program form 33 (receipt code “998”) for all “2XX” funds. 


ii. Grants, Refunds and Reimbursements for the revolving + 412 and federal 
worksheets, should be the total of all receipt codes beginning with a “5XX” (see 
appropriate fiscal year’s Budget Work Program Form 33).  Enter and/or verify 
the amounts on the appropriate worksheet (revolving and/or federal). 


iii. Sales and Services for the revolving + 412 and federal worksheets, should be the 
total of all receipt codes beginning with a “7XX” (see appropriate fiscal year’s 
Budget Work Program Form 33).  Enter and/or verify the amounts on the 
appropriate worksheet (revolving and/or federal). 


c. Verify that the total budgeted expenditures amount for each category is correct on each 
worksheet (state, revolving + 412 and federal); if it is not, or if this is the first report for 
the fiscal year, enter the budgeted expenditures for each worksheet as follows: 


i. Open the Excel file located on Rhonda Lincoln’s “I” drive titled “Audit – Budget 
Information”. 


ii. If this is the first report of the new fiscal year, open the workbook 
“OriginalBWPXXXX” (“XXXX” indicates the fiscal year).  If this is not the first 
report of the fiscal year, open the workbook with the appropriate fiscal year 
extension and the most current budget revision number.  (The first budget 
revision of the fiscal year will be numbered one, and each revision after will be 
numbered sequentially.)  Once the appropriate workbook is open select the 
“Summary” worksheet. 
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iii. Using the totals on the “Summary” worksheet enter or verify the budgeted 
amounts for the “Budget to Actual” expenditures on each worksheet – state, 
revolving + 412, federal and totals. 


d. To compute the actual revenue received the following steps will need to be taken: 
i. Using the “Summary of Receipts and Disbursements” printout from the Office 


Management and Enterprise Services, add the year-to-date debit transfers for 
each “1XX” and “576” fund.  From this total subtract the year-to-date credit 
transfers for each “1XX” and “576” fund.  This number will represent the total 
state appropriations received to date for the “1XX” and “576” funds.  If this is 
the first quarter of the fiscal year, enter this total in the first quarter column on 
the “State” worksheet.  If this is a quarter other than the first, subtract the 
previous state appropriations from the new total and enter this amount in the 
appropriate column. 


ii. Using the “Summary of Receipts and Disbursements” printout from the Office 
Management and Enterprise Services, add the year-to-date debit transfers for 
each “2XX” fund.  From this total subtract the year-to-date credit transfers, if 
any.  This number will represent the total state appropriations received to date 
for the revolving funds.  If this is the first quarter of the fiscal year, enter this 
total in the first quarter column on the “Revolving + 412” worksheet.  If this is a 
quarter other than the first, subtract the previous state appropriations from the 
new total and enter this total in this amount in the appropriate column. 


1. Using the “Year to Date Deposit Report” printout from the Office 
Management and Enterprise Services, add the major class – 50000 
receipts for each “2XX” and “412” fund.  If this is the first quarter of the 
fiscal year, enter this total in the first quarter column of the “Revolving 
+ 412” worksheet.  If this is a quarter other than the first, subtract the 
previous Grants, Refunds & Reimbursements revenue from the new 
total and enter this amount in the appropriate column. 


2. Complete the procedures outlined in “4-c” for fund “4XX” federal funds 
and enter the total on the “Federal” worksheet. 


3. Using the “Year to Date Deposit Report” printout from the Office 
Management and Enterprise Services, add the major class – 70000 
receipts for each “2XX” type and “412” fund.  If this is the first quarter 
of the fiscal year, enter this total in the first quarter column of the 
“Revolving + 412” worksheet.  If this is a quarter other than the first, 
subtract the previous Grants, Refunds & Reimbursements revenue from 
the new total and enter this amount in the appropriate column. 


4. Complete the procedures outlined in “4-e” for fund “4XX” federal funds 
and enter the total on the “Federal” worksheet. 


iii. To compute the actual salary and fringe expenditures the following steps will 
need to be taken: 


1. Pull copies of all payrolls processed during the applicable quarter from 
the “Payroll” folder located in the second drawer of the five-drawer file 
cabinet located in Rhonda Lincoln’s office. 


2. Going through each page of the payroll, add the total state gross 
salaries plus excess benefit.  To this total, add the previous (if any) state 
salaries amount located in the section marked “Payroll Expenses” 
(normally columns “N” through “V”) on the “BudgetToActualXXXX.xls” 
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workbook, state worksheet; enter this new total.  Continue by adding 
the FICA, State Retirement and State Share of Annuities from each 
payroll for all state funds.  As before, to this total, add the previous 
retirement amount located in the section marked “Payroll Expenses” on 
the “BudgetToActualXXXX.xls” workbook, state worksheet, and enter 
this new total.  Compute the insurance amount by adding the total State 
Insurance amounts from each payroll for all state type funds and enter 
the new total as described above. 


3. Proceed through each of the “Payroll Expenses” columns for “Revolving 
+ 412” and “Federal”, “Prior Year Federal”, “Prior Year General Fund” 
and “General Fund” by going through the above steps for each fund. 


iv. Ensure that the sub-total of all payroll expenses is correct by adding all the 
“PFT/WHT” expenses from the Office Management and Enterprise Services’ 
printout “Budget and Cash Balance”.  If the numbers do not agree go through 
the above steps until the error is found and corrected. 


v. Enter, in the appropriate column, the non-payroll, prior year and current year 
insurance (object code 12xx) and retirement expenditures (object code 13xx) 
from the Office Management and Enterprise Services’ printout “6-Digit 
Expenditure by Fund Report”. 


vi. If this is the first quarter of the fiscal year, enter the quarterly salary expense in 
the appropriate column of the “BudgetToActualXXXX.xls” workbook and on the 
appropriate spreadsheet.  If this report is for the second, third or fourth quarter, 
subtract the previous quarter(s) expense. 


vii. Enter the insurance and retirement expenses by going through the steps 
outlined in “v”. 


e. To compute the actual non-payroll expenditures the following steps will need to be 
taken: 


i. Using the Office Management and Enterprise Services’ “6-Digit Expenditure by 
Fund Report”, add the Fiscal YTD expenditures for the appropriate report year, 
by major object code for each fund type (state, revolving + 412 and federal).  If 
this is the first report for the fiscal year, enter the total for the expenditure by 
major object code on the appropriate worksheet.  If this is not the first report of 
the fiscal year, subtract the previous quarter(s) and enter this amount in the 
appropriate quarter. 


ii. Continue adding the fiscal YTD expenditures for each major object code for each 
fund type.  As before, if this is the first report for the fiscal year, enter the total 
for the expenditure by major object code on the appropriate worksheet.  If it is 
not the first report of the fiscal year, subtract the previous quarter(s) and enter 
the amount in the appropriate quarter’s column. 


iii. Upon completion of the “state”, “revolving + 412” and “federal” worksheets, 
total each revenue category and expenditure category separately as listed on 
the state, revolving + 412 and federal worksheet for the appropriate quarter 
and enter the combined totals on the “Totals” worksheet. 


iv. Ensure that the Total Expenses amount is correct.  This amount can be verified 
by adding the numbers in the YTD Expenditure Total and PFT/WHT columns for 
each fund as listed on the “Budget and Cash Balance” printout from the Office 
Management and Enterprise Services for the appropriate year’s FAAC lines and 
subtracting the expenditures for funds 416 and 426. 
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f. If this report is for the first quarter of the fiscal year, the Fund Balance for the Beginning 
of the Fiscal Year will need to be entered.  This amount is computed by adding the 
beginning cash balance for all the “1XX”, “2XX”, 4XX and 576 funds.  This amount can be 
located on the “Summary of Receipts and Disbursements” printout from the Office 
Management and Enterprise Services. 


g. Enter the CDBG Payroll Advance – Debit or (Credit) amount.  This number can be 
computed by subtracting the Credit Transfers from the Debit Transfers as shown on the 
Office Management and Enterprise Services’ “Summary of Receipts and Disbursements” 
printout for Commerce’s fund 400. 


h. Enter the amount of state cash lapsed by the Office Management and Enterprise 
Services.  Normally the lapsing of cash occurs during the second quarter of the fiscal 
year.  A separate report identifying the total lapsed and the effective date is sent to 
each agency.  A copy of this report is maintained in the appropriate budget folder 
located in the third drawer of Rhonda Lincoln’s five-drawer file cabinet. 


i. Enter the “Change in Agency Investments” amount.  Take the total listed in the “Agency 
Investments” column on the Office Management and Enterprise Services’ printout for 
the current month “Budget and Cash Balance” report and subtract it from the July 1 
beginning balance.  (Do not include any amounts listed for funds 416 and/or 426.) 


j. Verify that the fund balance for the end of the quarter is correct.  This amount can be 
double-checked by adding the cash balance for each “1XX”, “2XX”, 4XX and 576 funds as 
listed on the Office Management and Enterprise Services’ printout, “Budget and Cash 
Balance.”  (Do not add amounts for any 416 or 426 funds.)  If the amount does not 
agree, double-check expenditure totals, CDBG payroll advance amounts, lapsed cash, 
payroll cash (due to payroll cancellations) remaining in the agency’s fund 905, or any 
other legislative adjustments. 


k. When the report(s) is (are) completed, print two copies and distribute as follows: 
i. One copy to Administrative Services Division Director 


ii. One copy filed in folder marked “Budget” located in the second drawer of 
Rhonda Lincoln’s five-drawer file cabinet. 


Created by Linda Varner 2/7/2001 
Updated 3/12/20 
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Cash Adjustments 
A. Background: 


a. Commerce has three types of treasury funds budgeted through the Office of 
Management and Enterprise Services (OMES): State (also known as General Revenue), 
Revolving and Federal.  All funds are three-digit numbers.  Normally state funds begin 
with a number “1” and end in a two-digit fiscal year code.  As an example, a state fund 
for fiscal year 2002 would be 192.  State appropriations can also be made to agencies 
from special cash or welfare funds; in those instances, the fund numbers would be 576 
or 149 respectively.  Revolving funds always begin with the number “2”.  Federal funds 
begin with the number “3” or “4”.  Federal funds budgeted in fund 340 are those which 
fall under the CMIA (Cash Management Improvement Act) regulations.  As of December 
16, 2010, Commerce no longer uses the 340 fund. 


b. OMES and the State Treasurer record and track cash balances by fund number only, 
therefore, if there is a shortage of cash in one set key it could be possible to prepare a 
cash adjustment from another set key.  Cash adjustments between set keys can 
normally be made with no difficulty, however any adjustments on federal funds need to 
be made by the Commerce accountant responsible for ordering the federal funds. 


B. Adjustment Procedure: 
a. State Funds –  


i. Using the Allotment System on the HP 3000, visually check the cash by going 
into “1 – Allotment/Budget” and viewing the current cash balance for the set 
key. 


ii. If there is a deficiency of cash, compute the actual shortage by subtracting the 
payment amount from the cash balance. 


iii. Search the Allotment System for available cash in another set key by entering an 
“S” on the action line and then press enter two times or until the cursor is at the 
fund line.  Enter the state fund number; it is imperative the fund number 
entered be the same as the set key that was short of cash.  Upon entering the 
fund number, the cursor will return to the action line.  When at the action line, 
enter “7” for the Program/FY information.  Enter the same Program/FY 
information as the set key that was short of cash. 


iv. View the cash balance listed for the set key and if necessary, continue scrolling 
through each set key (scroll by pressing “enter”) until a sufficient cash balance is 
found.  If a set key with sufficient cash balance under the same fund and 
program/year was not found, the second choice for adjusting the cash would be 
the same fund and division.  If that choice is not possible, then the next option is 
to adjust the cash from the same fund and the Program/Year of Small Business 
Development Centers pass-through contract (normally this contract does not 
draw any funds until the final quarter of the year). 


v. Using Excel software, locate and open the document named “Cash memo.xls” 
on the Department Drive “I” drive under Admin/Invoices/Cash Adjustments. 


vi. Complete the memo by entering the set key, program/year and cash amount to 
be increased.  Also include the set key, program/year and cash amount to be 
reduced. 


vii. Print one copy of the memo and forward it to the Commerce accountant who 
adjusts cash in Allotment.  It will then be forwarded to the Commerce 
accountant that records the entries in the FD books.  Log the cash transfer in the 
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spreadsheet “Cash Transfers.xlsx” file located in the Department Drive “I” under 
Admin/Invoices/Cash Adjustments. 


b. Revolving Funds –  
i. Using the Allotment System on the HP 3000, visually check the cash by going 


into “1 – Allotment/Budget” and viewing the current cash balance for the set 
key. 


ii. If there is a deficiency of cash, compute the actual shortage by subtracting the 
payment amount from the cash balance. 


iii. Search the Allotment system for available cash in another set key by entering an 
“S” on the action line and then press enter two times or until the cursor is at the 
fund line.  Enter the fund number; it is imperative the fund number entered be 
the same as the set key that was short of cash.  Upon entering the fund number, 
the cursor will return to the action line.  When at the action line, enter "7” for 
the Program/FY information.  Enter the same Program/FY information as the set 
key that was short of cash. 


iv. View the cash balance listed for the set key and if necessary, continue scrolling 
through each set key (scroll by pressing “enter”) until a sufficient cash balance is 
found.  If a set key with the same fund and program/year and sufficient cash 
balance was not found, the second choice for adjusting the cash would be the 
same fund, same program with different FY. 


v. If a set key meeting the above description is not found, then notify the 
appropriate division budget coordinator and hold the invoice until a deposit of 
cash is made. 


vi. If a set key meeting the above description was found, continue the procedures 
as under “State Funds” beginning with step 5. 


 
Created by Linda Varner 03/03/00 
Updated 4/30/20 
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Allotment Transfers, Increases and Reductions 
A. Background: 


a. Once the beginning budget for the fiscal year has been filed with the Office 
Management and Enterprise Services and approved, and all the set keys have 
established on Commerce’s Allotment system, allotment balances can be adjusted by 
the following actions: 


i. Transfer, 
ii. Increase or 


iii. Reduction 
b. A description of each of these actions follows: 


i. Transfers – A transfer can be accomplished if there is adequate allotment 
available for the appropriate FAAC line.  As an example, if a division had an 
excess balance in a salary/fringe set key due to vacant positions, they could 
request to have that excess moved to an operating set key.  Normally these 
transfers can be accomplished with no difficulty.  The crucial thing to remember 
is to ensure the FAAC line information, including fund, account and sub-activity, 
is identical for the set key being reduced and the one being increased.  If the 
FAAC line information is not the same, then the transfer cannot be processed 
unless a budget revision through State Finance Office is accomplished and 
approved. 


ii. Increases or Reductions – Sometimes it becomes necessary to increase or 
reduce allotment balances for set keys.  As an example, Commerce receives a 
new federal grant and a budget revision is prepared and approved by OMES, in 
order to get that allotment increase into the Allotment System, an “Increase” 
would have to be done.  A reduction would simply be the opposite of an 
increase.  Normally a reduction is accomplished when state carryover funds are 
taken away from one fiscal year’s budget, and an increase is accomplished when 
the state carryover revision is approved in the current fiscal year. 


B. Transfer Procedure: 
a. A division director, division budget representative, an accountant needing allotment to 


process a contract or invoice payment(s), a Central Services representative needing 
allotment to process a purchase request, can make allotment transfer requests.  Upon 
receipt of a transfer request or shortage notification, check the allotment balance using 
the Allotment System on the HP 3000.  Going into “1 – Allotment/Budget” and viewing 
the current balance for the set key is how this check can be made. 


b. In some instances, the division director or budget representative may suggest a set key 
to take the allotment from.  If this is the case, double-check the set key being reduced to 
ensure the FAAC line information is identical to the set key being increased.  If the FAAC 
line information is identical then proceed with the transfer as in step 4. 


c. If the FAAC line information in step two is not identical, or if no recommendation for a 
set key to be reduced has been made, search for a set key with an available balance by: 


i. Using the Allotment System on the HP 3000 go into “1 – Allotment/Budget” and 
visually check for a set key with an available balance by entering an “S” on the 
action line.  Press enter two times or until the cursor is at the fund line. 


ii. Enter the fund number.  Once the fund number is entered the cursor will return 
to the action line.  Enter “3” and the cursor will go to the account line where 
you can enter that information.  When the cursor returns to the action line, 
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enter “4” and the cursor will go the sub-activity line where the sub-activity 
information can be entered. 


iii. First choice for a set key to be reduced would be one with the same 
“Program/FY” information as is listed on line 7 of the set key needing additional 
allotment. 


iv. If a set key with the same Program/FY data is not found, continue searching for 
one with the same FAAC information and an available balance.  Do not transfer 
amounts from a salary/fringe set key unless it has been determined that there is 
excess allotment in that set key. 


d. Once a set key with an available allotment balance has been identified, go into “3 – 
Allotment Adjustments” on the Allotment System.  (See attached example.) 


e. When the cursor is on the action line, type the letter “E” for enter. 
f. The cursor will skip to the “Transaction Date” line, type the current date and enter (no 


dashes or slashes are needed – as an example, type the date as “032000” for March 20, 
2000). 


g. The cursor will skip to line two “Transaction Type” line.  Enter a “T” for a budget transfer 
and then enter. 


h. The cursor will go to line three “Description”.  Enter a brief description of the 
transaction and then enter.  As an example, “Transfer from set key “AAA” to set key 
“AAB” for a contract payment. 


i. Press enter until the cursor returns to the action line.  When the cursor is at the action 
line, type “U” for update.  At this point the computer will assign a number for this 
transaction. 


j. At the action line, type “4” and enter, to go into the reduction screen. 
k. The cursor will automatically go to the set key area.  Enter the set key and the amount 


to be reduced.  The cursor will automatically return to the action line.  Enter a “U” for 
update.  Continue entering any additional set keys, amounts and update until all the 
reductions have been made.  Then ^ to return to the original screen. 


l. At the action line, type “5” and enter, to go to the increase screen. 
m. The cursor will automatically go to the set key.  Enter the set key and the amount to be 


increased.  The cursor will automatically return to the action line.  Enter a “U” for 
update.  Continue entering any additional set keys, amounts and update until all the 
increases have been made.  Then ^ to return to the original screen. 


n. In the event the increases do not equal the decreases, a message will appear saying the 
transaction does not balance.  Should this happen, double-check the data entered for 
errors and correct. 


C. Increase or Reduction Procedure: 
a. Determine the set key(s) to be increased or decreased. 
b. On the Allotment System located on the HP 3000, go into “3 – Allotment Adjustments”. 
c. When the cursor is on the action line, type the letter “E” for enter. 
d. The cursor will skip to the “Transaction Date” line, type the current date and enter as in 


step six above. 
e. The cursor will skip to line two “Transaction Type” line.  Enter an “I” for a budget 


increase or an “R” for a budget reduction. 
f. The cursor will go to line three “Description”.  Enter a brief description of the 


transaction and then enter.  As an example, “To post the budget increase for state 
carryover funds as approved in budget revision number 3”. 
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g. Press enter until the cursor returns to the action line.  When the cursor is at the action 
line, type “U” for update.  At this point the computer will assign a number for this 
transaction. 


h. At the action line, type “4” for an allotment reduction, or “5” for an allotment increase. 
i. The cursor will automatically go to the set key area to be increased or reduced.  Enter 


the set key and amount to be increased or reduced.  The cursor will return to the action 
line once the amount is entered.  Type a “U” for update.  Continue entering set keys, 
amounts and update until all are entered.  Then ^ to return to the original screen. 


 
Created by Linda Varner 03/17/00 
Updated 12/10/01 


  


21







 


Cash Receipts 
A. Process 


a. ODOC receives cash in five different ways: 
i. Cash received for various services. 


ii. Checks received by mail for the non-federal and non-state programs. 
iii. Drawdowns by ACH electronic transfers within established guidelines under the 


Cash Management Improvement Act (CMIA). 
iv. State appropriations (automatically to ODOC) 
v. Loan repayments deposited with the state treasurer 


 
All receipts are deposited in the state treasurer’s office (ST) daily.  All cash accounts are kept 
at the ST.  The cash is separated into different accounts by funding type (Federal, state 
programs, and revolving funds) and/or use (payroll/pass-through). 


 
ODOC receives cash or checks for the different programs, other than federal and state 
funds, through the mail.  Other than Financial Services, each department has one main 
person to open mail.  Effective November 7, 2014, Financial Services’ mail is picked up and 
opened in teams of two on a rotating monthly schedule. 


 
Mail is received in the Operations division and then distributed to the various division boxes. 
Currently, as noted above, someone from the assigned division goes to pick up the mail 
from Operations. The mail is then opened by the individual and distributed to the person. 
Any checks received in the mail by Financial Services are logged on a check log and placed in 
the blue folder in the accounting department safe until deposited with ST within 24 hours of 
receipt, except subrecipient cash on hand payments. Allison, Stacie, and Rhonda have the 
combination to the safe located in Allison’s office.  Due to the PeopleSoft configuration for 
receipt of subrecipient payments, ODOC creates a “pending item” in PeopleSoft the day the 
cash is received.  The pending item posts overnight and the next morning a deposit is 
created in PeopleSoft to match against the pending item.  At that point, the check is sent to 
the bank for deposit.  


 
Melissa Stevens, Accountant, obtains the checks from the safe daily and enters the cash 
and/or checks into a log and prepares a ST deposit slip and a two-part BancFirst deposit slip.  
The check log is taken to Jill Croom, for entry into PeopleSoft.  Jill forwards the check log 
with her approving initials to April, who maintains the check log in a 3-ring binder and 
records the deposit in HP. Melissa places cash/checks with the two-part BancFirst deposit 
slip into a bag and places on the counter near the front of the Accounting area between the 
empty cube and Amanda.  An Operations employee comes and picks up the deposit bag for 
daily delivery to BancFirst, 1111 North Lincoln.  The backup documents and ST deposit slip 
are kept in a pending file until the bank deposit slip is returned from BancFirst with the date 
of deposit stamped on it. 


 
Federal funds are requested by Jill Croom, Accountant.  Each morning, Melissa enters claims 
into PeopleSoft system.  Some vouchers are created by copying the information into AP 
from the purchase order or the receiver within PeopleSoft.  Others are manually entered 
into the system.  All voucher distribution lines contain the class fund from which the claim 
will be paid, the expense account, sub-account, department, bud ref (budget year), CFDA # 
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(if applicable), project, activity, and operating unit.  The project and activity combination are 
associated in PeopleSoft with a “contract,” which is the PeopleSoft term for the grant 
agreement between ODOC and a federal funding source.  After Melissa finishes entering the 
claims, Jill downloads the distribution line information into an Excel spreadsheet which is 
then uploaded into PeopleSoft. The spreadsheet is run through a process to check the 
projects against the contracts to verify that funds are available for drawing.  PeopleSoft then 
creates an invoice for each contract and Jill downloads a draw query that aggregates the 
total amount to be drawn against each grant. We observed Jill enter an invoice into 
PeopleSoft and sighted the invoice created by PeopleSoft. 


 
On the day the funds are expected, Jill prepares deposits in PeopleSoft.  The system notifies 
the ST that funds are expected, and the ST uses that notification to match the funds 
received to the deposits entered by Jill.  At this point, the deposits are “balanced” and can 
be set to post overnight to the PeopleSoft general ledger 


 
ODOC receives state appropriations on a monthly basis. The monthly appropriation is 
credited to the ODOC State Account Fund 19X automatically.  ODOC then distributes the 
appropriation to the different state programs in the HP system. 


 
After the deposit is posted by the PeopleSoft system, April Soto enters the information in 
the FD system and Allison verifies and posts the information.  The entries are made as 
follows: 


 
Grants Receivable  XXX 


Grants Unapplied  XXX 
-Made when the grant is originated 


 
Cash    XXX 


Grants Receivable  XXX 
-To record the cash received 


 
Grants Unapplied  XXX 


Grants Revenue   XXX 
-To record the revenue 


 
ODOC receives loan payments from Public Service Company of Oklahoma on a monthly 
basis.  These payments are made directly to the state treasurer.  Agencies do not have 
access to the ST systems; therefore, the ST sends a list of unclaimed payments each month 
to agencies that have subscribed to the mailing list.  Allison and Jill receive the list and 
review it for PSO or other receipts that appear to be for ODOC. 


 
Melissa reviews the list and if she sees any ODOC receipts, she creates the ST deposit slip.  
She forwards the slip to Jill, who creates a deposit in PeopleSoft and e-mails the ST to inform 
them that said deposit has been created to claim the amount and date of the unclaimed 
funds.  Once the ST has approved the deposit, Jill creates the accounting entries and budget 
checks the deposit.  The ST deposit slip is then forwarded to April to enter into the FD 
system. 
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Cash Receipts Journal 
A. Purpose 


a. To establish the procedures to be followed in processing receipt of funds for deposit 
through one of the following: 


B. Agency Clearing Account (1160). 
a. To deposit revenues collected daily since all items of revenue are to be held until such 


items have been honored by the paying entity (e.g. personal checks against bank 
accounts).  Once the items have “cleared” the revenues are transferred for deposit to 
the various funds.  At the guidance of OMES, ODOC does not deposit cash, bank drafts 
from local units of government, bank cashier’s checks, and state warrants to the agency 
clearing account.  Following are the sources of revenue: 


i. Cash  
ii. Bank Drafts 


iii. Bank Cashier’s Checks 
iv. Federal Funds 
v. State Warrants 


vi. Inter-Agency Transfers 
C. General 


a. Oklahoma law requires that all money collected in the name of ODOC be deposited daily 
with the State Treasurer. (62 O.S. § 7.1.) When the amount of accumulated cash receipts 
is less than $100, such amount may be retained for a period not to exceed five days.  
Any employee in ODOC receiving warrants, vouchers, checks or cash which are to be 
deposited on behalf of ODOC, must immediately upon receipt forward same to the 
Accounting Unit.  Receipt transactions can be classified into three categories: 


i. Letter-of-Credit and/or State Cash Allocation 
ii. Invoices 


iii. Other Receipts 
D. Description 


a. The following entries are made by April into the Receipt Journal: 
i. Letter-of-Credit and/or State Allocation 


Debit:    Cash 
Grant Unapplied 


Credit:   Grant Receivable 
Revenue 


ii. Invoices 
Debit:    Cash 


Credit:    Account Receivable 
iii. Other Receipts (Loans) 


Debit:    Cash 
Deferred Revenue/Principal 
Deferred Revenue/Interest 


Credit:    Account Receivable/Principal 
Account Receivable/Interest 
Program Income 


iv. Other Receipts (Contract Refund) 
Debit:   Cash 
Credit:    Grantee Commitment 
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v. Other Receipts (Investment Interest) 
Debit:    Invested Cash 
Credit:    Interest Income 


vi. Other Receipts (Quality Jobs Origination Fees) 
Debit:    Cash 
Credit:    Revenue 


b. Forward OST deposit slips, with batch number and date of entry noted, to Allison for 
verification and posting.   


c. Allison initials documents and makes copies to file in loan repayment folders and 
deposit folders. 
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Mail and Cash Receipts Process 
A. Purpose 


a. The Financial Services division of the Oklahoma Department of Commerce has 
developed this policy to ensure appropriate dual controls and segregation of duties are 
in place surrounding the cash receipts process. 


B. Scope 
a. This process applies to all mail received by Financial Services as part of the Agency’s 


mission and business 
C. Process 


a. Any Financial Services associate involved in the cash deposit preparation, deposit entry 
and posting, accounts receivable, or cash reconciliation process is not eligible to 
participate in the mail pickup process to ensure that appropriate segregation of duties is 
maintained. 


b. The remaining associates will be grouped into teams of two to ensure dual control of 
cash receipts.  The teams are as follows: 


• Sharmin & Moynea 


• Rhonda and Judy fill in when necessary 
c. Regardless of the number of pieces of mail received, all mail must be opened in the 


presence of two associates. 
d. Teams will rotate monthly. 
e. One member of the team will open the mail and review the contents for any checks or 


cash receipts. 
f. The second team member will observe the mail opening and log any checks or cash on 


the Financial Services Check Log. 
g. One team member will take the checks and check log to Melissa, while the other team 


member takes a copy of the check log to Jill for entry into PeopleSoft. 
h. After PeopleSoft entry, Jill will forward the check and deposit information to April. 
i. Melissa will prepare the deposit and mark the deposit date on the check log along with 


her initials. 
j. If a check needs to be held for a period before being deposited, Melissa will note the 


reason for holding on the check log (for example, “held to process pending item”). 
k. The check log maintained by Melissa will be kept in the check log binder. 
l. After the deposit is sent to BancFirst, the carbon copy will be forwarded to April, who 


will compare the carbon copy to the deposit receipt. 
m. The check log used by April to enter the deposits in HP will be kept with the carbon 


deposit slips. 
  


26







 


Cash Disbursements 
A. Process 


a. ODOC has four types of disbursements: 
i. Vendor payments (PR) 


ii. Travel reimbursements (TR) 
iii. Subgrantee advances or reimbursements (CN) 
iv. Payroll (SL) 


b. Vendors 
Effective December 1, 2015, non-emergency purchases that exceed $10,000 must be 
approved in advance by the Cabinet Secretary.  (See Executive Order 2015-46) This 
order expired April 14, 2019 and a new Executive Order (2019-13) was issued raising the 
threshold to $25,000.  Payments to vendors originate in the division ordering goods or 
services. If the division is working with a new vendor, a W-9 form is completed by the 
vendor and submitted to Judy Bartz. Judy verifies that the W-9 is signed and complete. 
Judy and the vendor complete their respective sections of the Vendor Payee Form. The 
completed form is submitted to OMES. OMES verifies the information on the form and 
creates the vendor in PeopleSoft. Judy also sends a copy of the W-9 to Melissa who 
creates the new vendor in the HP system. Once the vendor has been set up in 
PeopleSoft, the division using the vendor fills out an acquisition request in the online 
ODOC Portal system (AR). The AR is electronically submitted to Judy.  She retrieves the 
AR from Portal and assigns it to herself.  The requestor prints the AR and routes it to 
their division director for approval, then sends it to Purchasing.  On November 26, 2014, 
OMES implemented an upgrade to the PeopleSoft system.  Since that time, purchase 
requisitions have not worked correctly and cannot be completed.  Purchasing staff then 
check for the proper approval and bidding processes (see memo on fixed assets) and 
checks to make sure there are funds available for the division making the order.  Funds 
are then encumbered for the goods or services being ordered. The encumbrances are 
used as a memo and are recorded on the HP allotment system and not on the general 
ledger. After approval, purchasing or the division places the order and purchasing 
records the order on the HP.  For goods, the shipment is received by Operations who 
prepares a receiver in PeopleSoft and delivers the goods to the division.   The receiver is 
signed by division staff.   The invoice and receiver (for goods) are forwarded to Melissa 
Stevens, Accountant. Melissa compares the invoice to the HP Allotment/PR system then 
enters the invoice into the PeopleSoft system.  If the invoice is to be paid with federal 
funds, the invoice and voucher are held until the funds are drawn and received. If the 
funds are available, Melissa prepares the HP claim jacket and forwards the PeopleSoft 
voucher, HP claim jacket, invoice, receiver, and any other related documentation to 
Stacie or Rhonda Lincoln.  Sharmin Rahman, Auditor, enters the claims into the FD 
system, and Allison Bixler verifies and posts to the general ledger.  The journal entries 
are as follows: 
 


ODOC Deferred Charges  XXX 
 ODOC Commitment  XXX 


   -To record the grant or obligation when it is received. 
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   Expense   XXX 
    Cash    XXX 
   -To record the payment of the invoice 


 
   ODOC Commitment  XXX 
    ODOC Deferred Charges  XXX 
   -To record the reduction in the obligation 


 
c. Travel 


 
Employees submit travel reimbursement requests for in-state, out-of-state, and actual 
and necessary travels.   Effective October 26, 2015, the Governor placed a moratorium 
on all non-essential out-of-state travel for employees and officers paid for by the State 
of Oklahoma.  Non-essential out-of-state travel paid for by an entity other than the 
State must be approved in advance by the Cabinet Secretary.  (See Executive Order 
2019-13) Travel advances are unallowable under state law.   Reimbursement and per 
diem allowances are set by the state.  Itemized receipts are required for all expenses 
greater than or equal to $25 on all travel claims.  Reimbursement requests are prepared 
by the employees and reviewed by April Soto. April checks the requests for 
mathematical accuracy, proper receipts, and allowable costs.  She also checks to see if 
the travel reimbursement request follows ODOC policy and the State Travel 
Reimbursement Act. At this point, the request is ready for payment and April enters the 
claim into PeopleSoft and the allotment system and forwards the claims and supporting 
documentation to Stacie for approval.  Sharmin Rahman then enters the claims into the 
FD system. Allison verifies and posts to the general ledger. 


 
d. Subgrantee advances or reimbursements 


 
ODOC makes payments to subgrantees in either an advance or a reimbursement 


method, depending on the program.   Each subgrantee submits an advance request or 


reimbursement report to ODOC for payment through the OKGrants system. The 


appropriate team/division director approves all requests. The amount advanced or 


reimbursed is limited to the contract made between ODOC and the subgrantee.  April 


Soto enters the claims into PeopleSoft through an import from OKGrants, and then Jill 


downloads the information from PeopleSoft AP to load into PeopleSoft AR for the billing 


process. The billing process is used to generate the information necessary to draw funds 


from federal funding sources. 


The CORE claims are pre-numbered by The Office of Management and Enterprise 


Services (OMES).  The claims are reviewed and signed by Stacie or Rhonda.  The 


PeopleSoft claims are scanned to OMES in daily batches.   The claim is entered into the 


FD system by Sharmin Rahman.  Allison verifies this information and posts to the general 


ledger. The payments are considered made when the claims are sent to OMES. The 


claims are considered outstanding before the warrants are issued. Effective December 


2010, ODOC began transitioning all PeopleSoft subrecipient claims from paper warrants 


to EFT payments.  EFT payments are set up by OMES Vendor Management.  ODOC is not 


able to enter or change bank information.  All travel claims are paid electronically.  For 
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those payments not made by EFT, the State Treasurer prepares the warrants and Notice 


of Deposits and sends them back to ODOC, who then makes the distributions. The 


warrants are picked up by an employee from Operations and delivered to Moynea 


Coleman for distribution. The warrants are either picked up or mailed to the vendors or 


subgrantees.  All warrants are void after 90 days, per state statute.   Warrants 


outstanding for greater than 90 days are considered state property.  
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Invoice Processing Policy 
A. Purpose 


a. The Oklahoma Department of Commerce, in an effort to centralize and improve its 
invoice payment process, has developed this policy for the timely and accurate payment 
of invoices. 


B. Scope 
a. This policy applies to payment of invoices on behalf of the Agency as part of the 


Agency’s mission and business. 
C. Definitions 


a. Approved invoice: A proper invoice ready for payment that has been approved by the 
proper approving supervisor or the person delegated with approving authority. 


b. Approving supervisor: The approving supervisor is the individual who is responsible for 
approving the invoices within the service areas.  The approving supervisor is responsible 
for ensuring there are sufficient signatory delegations on file for the implementation 
and operation of this policy when the approving supervisor is unavailable. 


c. Budget manager:  The budget manager is the individual responsible for the initiation of 
the payment process of an invoice. 


d. Budget Liaison: The budget liaison is the individual who is responsible for the 
implementation of this policy within the service areas by securing all service area invoice 
approvals.  The budget liaisons are responsible for ensuring there are sufficient 
signatory delegations on file for the implementation and operation of this policy. 


e. Invoice: An invoice is a bill for goods and/or services provided to the Oklahoma 
Department of Commerce.  An invoice does not include payments to contractors under 
a contract for pass through or programmatic funding nor an employee travel claim 
reimbursement. 


f. Proper Invoice: Proper invoice means any valid invoice which is complete in all 
requirements for processing for payment in accordance with the terms of appropriate 
contracts or purchase orders and applicable state or federal statutes, including but not 
limited to the proper amount, proper quantities, date of service, and for goods and 
services actually received by the Oklahoma Department of Commerce. 


D. Responsibilities 
a. This policy is issued by the Executive Director with guidance from General Counsel, 


Comptroller, and Chief of Staff for the benefit of the Oklahoma Department of 
Commerce. The Executive Director shall be responsible for approving this policy upon 
advice of General Counsel. 


E. Violations 
a. Violators of this policy are subject to Agency personnel disciplinary action up to, and 


including, termination. 
F. Process 


a. All invoices will be processed in the following manner: 
b. Invoices to budget managers: All invoices will be centralized and sent to budget 


managers.  The budget managers will review the invoices to determine if the invoice is a 
proper invoice ready for payment; review funding; enter the invoice in their tracking log; 
and attach a routing sheet to establish chain of custody documentation.  The budget 
manager will forward the invoice ready for payment to the appropriate service area 
budget liaison. 
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c. Invoices ready for payment to budget liaisons: The budget liaisons will check the invoice 
ready for payment against their budget and ensure that the invoice is for goods and/or 
services received by the service area.  After the invoice ready for payment has been 
reviewed by the budget liaison it is forwarded to the appropriate approving supervisor 
or the person delegated with approval authority within the appropriate service area. 


d. Invoices ready for payment to approving supervisor:  The approving supervisor will 
review the invoice ready for payment and indicate the invoice is approved for payment 
and return the approved invoice to the appropriate budget liaison.  A full signature and 
date of approval is required. 


e. Approved invoices to budget liaisons: The budget liaison will review the approved 
invoice and forward the same to the budget manager. 


f. Approved invoices to budget managers: The budget managers will review the approved 
invoice, make necessary entries in their tracking log, and if the approval is proper, the 
approved invoice will be forwarded to accounting staff for processing for payment. 


g. Approved invoices to be processed for payment:  The approved invoices will be 
processed for payment following Agency and state guidelines.  The Oklahoma 
Department of Commerce adheres to the guidelines set forth in the Office of 
Management and Enterprise Services Statewide Accounting Manual – Chapter 50. 


G. Goal 
a. The Agency goal is to exceed state rules, which require that invoices be paid within 45 


days, by having the funds for proper invoices remitted to the vendor within 20 business 
days if being paid with state funds, and 30 business days if being paid with federal funds.  
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Policy for Accounts Payable Invoice Numbers   
A. Invoice numbers entered as on invoice 


a. Include leading zeroes and include non-numeric and non-alpha characters.  
b. Invoices processed on more than one voucher 


i. Add an alpha character in sequential order (A, B, C, D, etc.) to as many vouchers 
as are processed for one invoice.  


c. Invoices processed with no identifiable invoice number 
i. Vendor: Use the PeopleSoft supplier number without leading zeroes followed by 


a dash and the invoice date in a six-digit format of mmddyy. If there is not an 
invoice date, use the Financial Services stamped in date.  
Sample:  73327-121510 (The 73327 is the PeopleSoft vendor number for The 
Journal Record and 121510 represents December 15, 2010.) 


ii. Travel: Use the PeopleSoft supplier number without leading zeroes followed by 
a dash and the travel start date in a mmddyy format.   
Sample:  82684-020215 (The 82684 is the PeopleSoft supplier number for 
Vaughn Clark and 020215 represents February 2, 2015.)  


iii. Contract Payments: For advance and reimbursement payment requests, the 
numbering system begins with the agency internal contract number followed by 
a dash and the 3-digit sequential number of the payment request number 
followed by a dash and then the program.   (For example, 15975-001-CDBG.)  
The invoice date is the Advance Submitted date in OKGrants.  


1. Invoices processed in conjunction with a credit memo.  
d. The invoice number will be entered, then a space, and then “CR” plus credit memo 


number. 
 


As of: 03/09/2017 
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Cash Disbursements 
A. Purpose 


a. To describe the procedures required in preparing agency claim/voucher packages. 
B. General 


a. The claim/voucher and backup document is forwarded to the Office of Management 
and Enterprise Services for approval.  Once approved, the Office of Management and 
Enterprise Services forwards data to the Office of State Treasurer for issuance of a State 
Warrant or Electronic Funds Transfer for payment.  The State Warrants are sent to 
ODOC for distribution. 


b. The claim/voucher can be classified into four categories: 
i. Grantee Claims 


ii. Purchase Request/Invoice Claims 
iii. Travel Claims 
iv. Payroll Claims 


C. Description 
a. The following entries are made by Sharmin into the Disbursement Journal: 


i. Grantee Claims 
Debit:  Grantee Commitment 
Credit:  Cash 


ii. Purchase Request/Invoice Claims 
Debit:  Expense (applicable account) 
Commitment/ODOC Admin 
Credit:  Cash 
Deferred Charges/ODOC Admin 


iii. Travel Claims 
Debit:  Travel 
Commitment/ODOC Admin 
Credit:  Cash 
Deferred Charges/ODOC Admin 


iv. Payroll Claims 
Debit:  Salaries/Fringe 
Commitment/ODOC Admin 
Credit:  Cash 
Deferred Charges/ODOC Admin 


b. Forward claim/voucher package, with batch number and date of entry noted to Allison 
for verifying and posting. 


c. Allison initials document and all claim/voucher packages (except payroll) are placed in 
the Pending Claim File. 


d. Every day, Moynea prints a Miscellaneous Warrant Report from the State CORE system 
to handle as follows: 


i. Takes the claim/voucher packages from the Pending Claim File, records the 
warrant number or EFT transaction number and the date on the claim/voucher. 


ii. Enters in the Allotment System, the warrant number and date, and the date 
warrant is released. 


iii. Places documents in the “To Be Filed” box for Moynea to file in the Central Files. 
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Issuing Refund Checks Out of Clearing Account 
D. Description 


a. In the event that a supplier EFT payment is returned to the bank for “No 
Account/Unable to Locate Account,” OST places the returned funds in ODOC’s clearing 
account.  It is then necessary to issue a manual replacement check in order to pay the 
supplier.  Clearing account checks are kept in the safe at all times.   


b. OMES Transaction Processing sends an email notification of “EFT Supplier (Vendor) 
Return” to multiple ODOC staff.  Print the notification and make a copy of the claim 
package referenced in the email.   


c. Confirm that the funds have been placed in ODOC’s clearing account with the following 
navigation in PeopleSoft:  General Ledger → Review Financial Information → Ledger.  
Account should be 101000 and Class-Funding should be 79901. 


d. Navigate to S:\CLEARING ACCOUNT FS\Failed EFT for the form letter that is sent with 
the check.  Complete the letter with the relevant Supplier and payment information and 
print on ODOC letterhead. 


e. Type the check.   
f. Navigate to S:\CLEARING ACCOUNT FS\Check Log to log each check issued out of the 


clearing account to record relevant information. 
g. Log on to OST’s Agency Check Entering System (ACES) to create and schedule the check. 
h. Print a copy of the Aces Check Listing Report. 
i. Forward the check, letter, copy of claim package, OMES notification of EFT return, and 


Aces Listing Report to two of the authorized signers on the 1160 Account Signature Card 
filed with OST. 


j. Make a copy of all supporting documentation for file in ODOC 1160 file.  
k. Forward the check and supporting documentation to Allison Bixler to mail. 
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Policy for the Purchase of Food and Beverages for Economic Development Activities 
A. Purpose 


a. Title 74. Sec 500.2 E authorizes the Department of Commerce to make direct payment 
for food, lodging, meeting facility and beverage expenses as may be necessary for 
sponsoring seminars and receptions relating to economic development and science & 
technology issues.   


B. Definitions: 
a. Economic development:  Relates to the management, actions, and activities involved in 


attracting, promoting and assisting companies and communities in creating new jobs, 
investment and growth of material wealth.  To stimulate the creation and retention of 
jobs and growth of investment, the development of communities and the increase of 
per capita income." 


b. Seminar: A meeting for giving and discussing information.  A conference.   
i. A meeting for consultation or discussion.  


ii. An exchange of views.  
iii. A meeting of committees to settle differences between two legislative bodies. 


c. Reception:   
i. The act or process of receiving or of being received.   


ii. A welcome, greeting, or acceptance: a friendly reception.   
iii. A social function, especially one intended to provide a welcome or greeting.  To 


greet, receive, or entertain (another or others) cordially or hospitably.  Received 
with pleasure and hospitality into one's company or home: a welcome guest. 


C. Policy 
a. Associates desiring to host a seminar or reception that require the acquisition of a 


meeting facility, food and beverage should complete a purchase request prior to placing 
the order. 


b. Allowable costs: 
i. Cost of meeting rooms, hospitality suites, and other special facilities used in 


conjunction with economic development activities. 
ii. Cost of food and beverages used in conjunction with seminars or receptions 


dealing with economic development activities. 
D.  Procedure 


a. An Acquisition Request (AR) must be submitted through the Agency Portal for any 
purchase of food and/or beverages using the current agency policies and procedures.  
The AR should contain a description of the purpose, the date of the function, and the 
approximate number of participants and the organization they represent, or you may 
attach a list of invitees to the AR.   
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Expenditures for Food and Beverage 
A. Purpose 


a. To describe the procedures required in purchasing food and beverages. 
B. General 


a. In accordance with Title 74 O.S. §500.2e, the Oklahoma Department of Commerce must 
file a quarterly report of expenditures for food, lodging, meeting facility and beverage 
expenses for seminars and receptions relating to economic development and science 
and technology issues, with the Governor, the Speaker of the House and the President 
Pro Tempore of the Senate. 


C. Description 
a. The following information must be included with the invoice submitted for payment: 


i. Description of the purpose of the meeting; 
ii. Date of the function; and 


iii. A list of all participants at the function. 
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FICA Savings Invoice Process 
a. Receive “Benefits Administration System” Excel spreadsheet from HR.   
b. Open the document.  The two columns that will be used in preparation for the invoice 


are “Total Flex” and “Total FICA Saved”.  Feel free to hide the other columns on the 
excel spreadsheet especially the Social Numbers of the employees if you plan on 
printing this document.   


c. When the document is edited how you like save the file.  Navigation: 
AdmnServ>Invoices>FICA Savings>FY_ Employee List.  Save the document in this format 
(Ex. “1406 FICA Employee List” – 14 for year and 06 for the month)   
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d. Find the last document that has the funding information in the folder “FY_ for Invoice”.  
This document should look something like this: “1407 – July FY14”.  Find the most recent 
of these documents and open it.   


e. Save as and enter the current month, year and fiscal year as the name of the document.  
Using this you will make any edits/changes shown on the Employee List.  The FICA 
Savings invoice is typically paid out of the Salaries and Fringe funding for the employee’s 
division.  If you are not sure about a specific employee’s fund. ask the budget officer.  
Fill in the information using the Employee List.  “Total Flex” on the Employee List 
matches “Deferred” on the funding spreadsheet.  “Total FICA Saved” on the Employee 
list matches “FICA” on the funding spreadsheet.  Basically, take this information on the 
above employee list spreadsheet and populate that information in the below 
spreadsheet.   


 
f. Below is the 1st tab of the same worksheet.  Use the information above which is from 


the 2nd tab and insert the same information: Division, Employee, Set Key, and Deferred.  
The "Total Savings" column runs a calculation based on the deferred amount.  You need 
to keep this formula, but you may have to move it up or down depending on possible 
new information.  It runs the calculation from the SUM for each division under the 
"Deferred" column.  The last column "FICA Inv" you will enter in the sum amounts for 
each division.  This is from the 1st tab above.  Once this is entered and both amounts (in 
this case $391.27) match the employee list that was sent by HR you are done with this 
worksheet.   
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g. The worksheet above is for FS records.  Save the worksheet in the S: drive under The 


FICA Savings folder. 
h. This spreadsheet is filled out using the information from the worksheet.  Open the 


document and copy the spreadsheet to a new tab and change the date according to the 
month you are processing the FICA Savings for.  Once you've created a new tab and 
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changed the month populate the data using the information from the previous 
worksheet "1408 – Aug FY14"- (this is just an example of the file name.  Make sure to 
pull the correct month).  When all the information is populated make sure that the total 
matches the Employee list worksheet that HR sent ($391.27).  When finished print 2 
copies of this spreadsheet and have one ready to attach to the Invoice when received 
from OMES and the other to put with FS records in the file cabinet in Allison's office (key 
#9, second shelf of first file cabinet closest to the door.)  The folder reads "FICA SAVINGS 
YR___". 


i. Also print the below portion of the "1408 - Aug FY15" spreadsheet to have ready to 
attach for FS records in Allison's office. 


j. After the invoice is signed and returned make a copy of the front page and attach the 
two documents above behind the signed copy.  These three documents are stapled 
together and sent to Allison's file cabinet in the folder labeled "FICA SAVINGS" for the 
appropriate fiscal year.  Send the original invoice to Accounting for payment. 
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Federal Purchase Justification Form Policy 
A. Purpose 


a. The Oklahoma Department of Commerce, in an effort to ensure transparency and 
accountability in its federal purchasing process, has developed this policy for 
documentation of the purpose of federally funded purchases and federal citations 
noting the costs are allowable. 


B. Scope 
a. This process applies to purchases of all goods and services paid for with federal grant 


funds on behalf of the Agency as part of the Agency’s mission and business. 
C. Process 


a. Any associate that wishes to purchase a good or service to be paid for with Federal 
funds will first complete a Federal Purchase Justification Form, noting the reason for the 
purchase, the Federal citation of the rule, regulation, etc. that states the purchase is 
allowable and a summary of that Federal citation. 


b. If someone other than the requestor will complete the Acquisition Request (AR) on the 
Portal, the form will be forwarded to the Division associate responsible for preparation 
of the AR. 


c. The form will be uploaded to the AR as an attachment. 
d. The Budget Manager will prepare a Purchase Requisition (PR) in accordance with 


ODOC’s purchasing procedures and attach a copy of the form to the PR. 
e. The PR and form will be routed to the Division’s Budget Liaison and authorized PR signer 


for review. 
f. The authorized signer will approve/reject the PR and justification form and return both 


to the Budget Liaison for further routing. 
g. Upon receiving the PR and justification form, the contracting officer will copy the 


justification form to be filed with the PR documentation.  The original form will be 
routed to the Budget Manager and a colored flag will be attached to ensure the form is 
visible when placed with payment documentation. 


h. Once the purchase has been made and the invoice received for payment, the 
justification form will be attached to the invoice along with any other relevant 
information (list of attendees, agenda, membership transfer policy, etc.) and routed for 
payment in accordance with ODOC’s Invoice Processing Policy. 
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Payroll Procedures 
A. Payroll Reconciliation 


a. After HR has finished all payrolls, obtain and write down the journal ID’s from General 
Ledger. 


i. Navigation:  General Ledger > Journals > Journal Entry > Create/Update Journal 
Entries 


ii. Input Parameters:   Business Unit = 16000  
Journal Date => X/1/XX  
Journal Header Status = <Blank>  
Source = Pay 


b. Run ODOC_PC_GL_PR_JRNL_2 query for each journal ID. 
i. Navigation:  Reporting Tools > Query > Query Viewer 


ii. Input Parameters:   Business Unit = 16000  
Journal ID = Journal ID from previous step 


c. Download query results into a spreadsheet, name it ‘Month Year’ (e.g. July 2015), and 
save file at I: Rhonda_Allison_Stacie_Amanda /PAYROLL/20XX/FYXX Payroll 
Reconciliations. 


d. Name results tab after the payroll that’s being reconciled (e.g. Main Payroll). 
e. Insert a pivot table for the results and name the new tab ____ Payroll Acct Recon. 


i. Add Account field to the Row Labels 
ii. Add Sum Amount to the Values list 


f. Next to the pivot table, list each of the following categories with the amounts for the 
corresponding account codes 


i. Net Pay - 202060 
ii. Total Gross Pay - 511110, 511130, 511210, 511310, 511420, 512110, 511270 


iii. Employee Deduction - 202205, 202225, 202305, 202310, 202315, 633110, 
633130, 633190, 202240 


iv. Employee Tax - 202110, 202125, 202130, 202140 
v. Employer Deduction - 202200, 202220, 202245, 202250 


vi. Employer Tax - 202120, 202135 
g. Reconcile these category amounts to the Payroll GL Interface sheet from HR. 
h. Create a new tab called Main & Supplemental to combine the detail for the main and 


supplemental payrolls. 
i. Insert a second pivot table for the payroll detail and name the new tab ____ Proj Recon. 


i. Add Class-funding, Project, Program, Activity, Oper Unit, Account, An Type, and 
Dept fields to the Row Labels in the listed order. 


ii. Add Sum Amount to the Values list. 
iii. Filter out accounts 101000, 202060, 202110, 202120, 202125, 202130, 202135, 


202140, 202200, 202205, 202220, 202225, 202305, 202310, 202315, 633110, 
633130, 633190 (leave only accounts that start with 5) 


j. Run ODOC_PC_PROJ_RES_PAYROLL_PROG query for each journal ID. 
i. Navigation:  Reporting Tools > Query > Query Viewer 


ii. Input Parameters:   Business Unit = 16000  
From Date = EOM for main & supplemental;  
To Date = EOM for main & supplemental;  
Off-cycles are always run on the 1st, 2nd, 3rd, etc.  


k. Download query results into a new tab named _____ Proj Res Detail. 
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l. Insert pivot table for Proj Res Detail. 
i. When inserting, choose to place the table in an existing worksheet and select a 


cell to the right of the pivot table on the Proj Recon tab. 
ii. Add Class-funding, Project, Program, Activity, Oper Unit, Account, An Type, and 


Dept fields to the Row Labels in the listed order. 
iii. Add Sum Amount to the Values list. 


m. Reconcile the two side-by-side pivot tables and ensure that the total of the payroll data 
from the queries equals the total payroll on the Payroll GL Interface sheets. 


n. Color the tabs blue for Main Payroll, purple for Main and Supplemental combined, 
yellow for Supplemental Payroll, and green for the Off-Cycle Payrolls. 


B. Payroll Allocation (don’t run until billing is done for the day) 
a. After payroll is reconciled, run ODOC_QUERY_FOR_PR_ALLOC_PAYID query. 


i. Navigation:  Reporting Tools > Query > Query Viewer 
ii. Input Parameters:   Business Unit = 16000  


Trans User 2: 160XXM0X% (16019M07%, January of FY 
19) 
you can get this number from the top of the Payroll GL 
Interface sheets that come from HR, % is the wildcard to 
pull in all pay run IDS for given month. 


b. Download query results into a spreadsheet, name it Month Year Payroll Costs Before 
Allocation (e.g. July 15 Payroll Costs Before Allocation), and save it at S: 
Rhonda_Allison_Stacie_Amanda/PAYROLL/20XX. 


c. Insert a pivot table for the data. 
i. Add ID and Project fields to the Row Labels. 


ii. Add Sum Quantity and Sum Amount fields to the Values list. 
d. Reconcile the total payroll amount with the Payroll GL Interface sheets. 
e. Research any amounts in the Default project. 
f. Run the allocation process in PeopleSoft. 


i. Navigation:  Allocations > Define and Perform Allocations > Request Allocation 
ii. Input Parameters:   Business Unit = 16000  


Process Frequency = Always 
Allocation Group = PC_MNTHPAY 
Request Date Option = Process Date 
Output Option = No Calc Log – Create Output 
Click Run and wait for it to run to success in Process 
Monitor. 


g. After the allocation process finishes, run ODOC_QUERY_FOR_PR_ALLOC_PAYID query 
again. 


i. Navigation:  Reporting Tools > Query > Query Viewer 
ii. Input Parameters:   Business Unit = 16000  


Trans User 2: 160XXM0X%  
iii. Download query results into a spreadsheet, name it Month Year Payroll Costs 


After Allocation (e.g. July 15 Payroll Costs After Allocation), and save it at S: 
Rhonda_Allison_Stacie_Amanda /PAYROLL/20XX. 


h. Insert a pivot table for the data. 
i. Add Project, Class-Funding, Dept, Oper Unit, Program, Activity, and Account 


fields to the Row Labels. 
ii. Add Sum Amount filed to the Values list. 
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i. Verify that there are no amounts in the Default, Fringe, and Leave projects.  (Some 
amounts may not be allocated out of the Fringe and Leave projects.  These will need to 
be moved with a payroll correction.) 


j. Run the pricing process in PeopleSoft. 
i. Navigation:  Project Costing > Utilities > Pricing 


ii. Input Parameters:   Option = Business Unit 
Business Unit = 16000  
Application Options =  Uncheck Reprice Rows   
  box 


Check Price Unpriced Rows box 
Pricing Options =  Check Cost box 


Check Billing box 
Date Option = All 
Click Run and wait for it to run to success in Process 
Monitor. 


C. Indirect (don’t run until billing is done for the day) 
a. Run the indirect/facilities and administration process in PeopleSoft. 


i. Navigation:  Grants > Awards > Process Facilities Admin 
ii. Input Parameters:   Process Frequency = Always Process 


BU/Proj Act Option = Selected Business Unit 
Business Unit = 16000 
Date Option = All 
Click Run and wait for it to run to success in Process 
Monitor. 


b. Run 160_INDIRECT query. 
i. Navigation:  Reporting Tools > Query > Query Viewer 


ii. Input Parameters:   Beginning Date = Date indirect process was run 
Ending Date = Date indirect process was run 


c. Download query results into a spreadsheet, name it XX – Month Year Indirect (e.g. 01 – 
July 15 Indirect) and save it at S: Stacie/Indirect/FY. 


i. Add Set Key and Batch columns. 
ii. Print two copies of the spreadsheet and write the corresponding set keys to 


each program. 
d. Post the indirect amounts from the spreadsheet to HP. 


i. Navigation:  Fiscal Operations Menu (1) > General Ledger Submenu (1) > 
General Journal (7) 


ii. Input the Set Key, Transaction Dt (last day of payroll month), Document Dt (0), 
and type U;8 at the top of the screen. 


iii. On the next screen, enter the following journal entry: 
Indirect Expense (541030) (DOE and CDBG TA) 
ODOC Commitment (211110) (CDBG TA) 
Grant Unapplied (211140) 


ODOC Deferred (101060) (CDBG TA) 
Grant Receivable (101040) 
Revenue (431010) 


iv. Type U and add comment Month Year Indirect on next screen (e.g. Jul 15 
Indirect). 


v. Type UR to save and write the batch number on the indirect spreadsheet. 
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e. Post the amounts from the spreadsheet to the overhead books in HP. 
i. Navigation:  Fiscal Operations Menu (1) > General Ledger Submenu (1) > 


General Journal (7) 
ii. Input the overhead Set Key, Transaction Dt (last day of payroll month), 


Document Dt (0), program Set Key, and type U;8 at the top of the screen. 
iii. On the next screen, enter the following journal entry:  


Accounts Receivable (101050) 
Revenue (431010) 


No change for TA, combine amounts 
iv. Type U and add comment Month Year OH on next screen (e.g. Jul 15 OH). 
v. Type UR to save and write the batch number on the indirect spreadsheet. 


f. Give batches to Allison to verify and post. 
D. Payroll Corrections 


a. Review the program totals on the Payroll Costs After Allocation spreadsheet to ensure 
there are enough funds to cover the charges.   


b. If any corrections need to be made, email the division for the program that needs 
changed to find out to where to move the charges. 


c. Create a spreadsheet named Month year Proj Res Load for Payroll Corr. xlsx (e.g. Apr 18 
Proj Res Load for Payroll Corr) and save at S: Payroll Journal Corrections/FYXX. 


i. Run the ODOC_PROJRES_FOR_PAYROLLCOR_5 query by Trans User 2 
ii. Filter out lines that need to be changed, change line amounts to opposite 


amount (+ to -, vice a versa) then create offsetting lines where the change needs 
to go.   


iii. Verify that the total of the correction equals 0. 
iv. Make sure column X (BI Dist) is N 
v. If Column AC (UOM)=HOR then: if column Y>0 AB should be >), if column Y<0 AB 


should be <0.  Column AB total should be 0 for HOR rows. 
vi. Process instance = 0, Intfc ID = 160999 (any unique number needed to process) 


Line Num should be sequential all the way down 
vii. An Type O01 is not billable, if any leave items get stuck with this type, make 


sure you adjust it to PAY 
d. Insert pivot table as follows: 


i. Rows: Trans User 2Acct, Fund Type, Class-Funding, Dept, Bud Ref, Program, 
Project, Activity, Oper Unit,  


ii. Values: Amount 
e. Save load as CSV file named Mon Year Proj Res Load for Payroll Corr.csv 
f. Create PFTCorrection form to send to OMES, should be filled out exactly how the CSV 


load and Pivot table are.  Print and have Stacie or Rhonda review and sign.  Scan as PDF. 
g. Email xlsx (with pivot table), csv, and PDF of signed PFT form to the following people: 


i. Stefani Hovarter, Claudia Bounds, Jun Ma-Roberts, copy Stacie. 
h. If the correction has not been previously included on a payroll funding sheet to be 


booked into HP, complete a funding sheet according to the steps under ‘Post Payroll to 
HP’. 


i. If any of the corrections include a program that has indirect, rerun the indirect process 
in PeopleSoft. 


i. Navigation:  Grants > Awards > Process Facilities Admin 
ii. Input Parameters:   Process Frequency = Always Process 


BU/Proj Act Option = Selected Business Unit 
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Business Unit = 16000 
Date Option = Accounting Date 
From Date = Journal date of correction 
Through Date = Journal date of correction 
Click Run and wait for it to run to success in Process 
Monitor. 


j. Run 160_INDIRECT query and post results to HP as previously described. 
E. Post Payroll to HP 


a. Create a spreadsheet named Payroll Funding FD Entry PeopleSoft conversion Month 
Year (e.g. Payroll Funding FD Entry PeopleSoft conversion July 2015) and save it at S: 
Rhonda_Allison_Stacie_Amanda /PAYROLL/Payroll Funding Entries/20XX. 


i. Enter the Funding Information, Set Key, Amount, Program, and Activity for each 
payroll charge. 


1. The amounts entered will be the net of the original payroll charges for 
the month and any corrections that are being made. 


b. Email the spreadsheet to Rhonda to book the amounts in the allotment side of HP. 
c. Rhonda sends the spreadsheet to Sharmin to create the journal entry on the FD side of 


HP. 
d. Sharmin gives the payroll batches to Allison to verify and post.  


F. NOTE: OMES does not want us doing this load on our own, I’m leaving the instructions in case 
that ever changes, we have the steps to complete the load 


a. This procedure corrects Project Resource and GL. IF GL is correct but Project Resource 
needs to be corrected: 


i. Run the ODOC_PROJRES_FOR_PAYROLLCOR_4 query 
b. Filter out lines that need to be changed, change line amounts to opposite amount (+ to -


, vice a versa) then create offsetting lines where the change needs to go. 
i. Total may not equal 0 


ii. Make sure column X (BI Dist) is N 
iii. If Column AC (UOM)=HOR then: if column Y>0 AB should be >), if column Y<0 AB 


should be <0.  Column AB total should be 0 for HOR rows. 
iv. Process instance = 0, Intfc ID = 160999 (any unique number needed to process) 


Line Num should be sequential all the way down 
c. Insert pivot table as follows: 


i. Rows: Acct, Fund Type, Class-Funding, Dept, Bud Ref, Program, Project 
ii. Values: Amount 


d. Save load as CSV file named Mon Year Proj Res Load for Payroll Corr.csv and load to PS 
i. Navigation:  Project Costing > Third Party Integration > Agency Stage 


Transactions 
ii. Delete old previously attached file and upload new correction, run and wait for 


it run to success in process monitor. 
e. Load file into PS  


i. Navigation: Project Costing> Third Party Integration< Load Transactions 
ii. Input Parameters:  Option =  Business Unit 


Business Unit = 16000 
Date Option = All 
Interface ID = your interface ID from above (To 
Interface ID should be the same) Click Run and 
wait for it to run to success in Process Monitor.   
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Asset Capitalization Policy 
a. The Oklahoma Department of Commerce (ODOC) establishes the following policy for the 


capitalization and depreciation of assets as reported in its annual Financial Statements.  
iii. Assets are valued at cost. 
iv. Assets (excluding land, which is not depreciable) are depreciated using the 


straight-line method over their estimated useful lives. 
v. The capital assets of ODOC consist of land and a building under capital lease 


obligation, furniture, fixtures and equipment.  Useful lives are estimated using 
the following schedule: 


1. Land – Not Depreciable 
2. Building – 40 Years 
3. Furniture & Fixtures – 10 Years 


vi. ODOC establishes a $25,000 cost threshold for individual assets to meet or 
exceed before they are capitalized and reported as an asset in the annual 
Department of Commerce Financial Statements. 


vii. Individual assets that do not meet or exceed the $25,000 cost threshold are not 
capitalized and reported as an asset in the annual Department of Commerce 
Financial Statements. 


viii. As required by Title 74, Section 110.1 of Oklahoma Statutes, ODOC maintains an 
inventory of individual assets with a cost of $500 or more for periodic 
submission to the Oklahoma Department of Central Services. 
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Obligation Journal 
A. Purpose 


a. To describe the procedures required in recording agency obligations. 
B.   General 


a. The obligation documents can be classified into three general categories: 
i. Grantee Obligations 


ii. Administrative Obligations 
iii. Loan Receivables 


C. Description 
a. The following entries are made into the Obligation Journal: 


i. Grantee Obligations (Dan) 
Debit:  Deferred Charges/Grantee 


Credit:  Grantee Commitment 
ii. Administrative Obligations (Melissa) 


Debit:  Deferred Charges/ODOC Admin 
Credit:  Commitment/ODOC Admin 


iii. Loan Receivables (Melissa) 
Debit:   Accounts Receivable/Principal 


Accounts Receivable/Interest 
Credit:   Deferred Charges/Principal 


Deferred Charges/Interest 
b. Forward obligation document, with batch number and date of entry noted, to Allison for 


verification and posting. 
c. Allison initials document and files as follows: 


i. Grantee Obligation is forwarded to Amanda to set up as a project in PeopleSoft.  
It is then filed in the applicable Contract file folder in the central files.  


ii. Administrative Obligation is filed in the Monthly Misc. Accounting Entries file. 
iii. Loan Receivables are filed in the applicable Loan file folder in the central files. 
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Expense Journals 
A. Purpose 


a. To describe the procedures required in recording the Grantee Expenditure Report. 
B. General 


a. The Grantee Expenditure Report is approved in OKGrants by the divisions of ODOC on a 
monthly basis.  Once approved, the Accounting Unit receives a notification via Outlook 
email and My Inbox in OKGrants. 


b. The expenditure documents can be classified into two general categories: 
i. Monthly expenditure report for advanced funds 


ii. Request for reimbursement expenditure reports 
C. Description 


a. The following entries are made into the Expense Journal: 
i. Monthly expenditure report for advance funds (Melissa) 


Debit:  Expense (applicable account) 
Credit:  Deferred Charges/Grantee 


ii. Request for reimbursement expenditure reports (Sharmin) 
Debit:  Expense (applicable account) 
Credit:  Deferred Charges/Grantee 


b. Forward expenditure reports, with batch number and date of entry noted, to Allison for 
verification and posting. 


c. Allison initials documents and places the Monthly Expenditure reports for advanced 
funds in tray marked “To be Filed.” 


d. Documents are filed in the applicable Expense file folder in the central files. 
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General Journals 
A. Purpose 


a. To describe the procedures followed in preparing and processing General Journal 
entries. 


B. General 
a. In addition to the normal routine transactions based upon documents originated in the 


Accounting Unit, it is necessary to generate accounting entries internally. 
b. General Journal entries include, but are not limited to: 


i. Grant Awards 
ii. Indirect Billing 


iii. Property 
C. Description 


a. The following sequence of activities are followed in preparing and processing General 
Journal entries by Amanda C.: 


i. Grant Awards 
Debit:  Grant Receivable 


Credit:  Grant Unapplied 
ii. Indirect Billing 


Debit:   Indirect Expense 
 Commitment/ODOC Admin 


Grant Unapplied 
Credit:   Grant Receivable 


Deferred Charges/ODOC Admin 
Revenue 


iii. Property 
Debit:  Property 
Credit:  Reserve for Property 


b. Forward documents, with batch number and date of entry noted, to Allison for 
verification. 


c. Allison initials documents and returns to Amanda to be filed in the applicable 
Program/Year General Journal Entries file folder. 
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Clearing Account Reconciliation 
a. Each month, Allison Bixler prepares the Clearing Account Reconciliation for submission 


to OMES.   
b. To find the forms navigate to I: drive → Clearing Account FS → You will need the 79901 


Worksheet Folder and the OMES Form 11 Folder 
c. In PeopleSoft, navigate to General Ledger → General Reports and run the Summary of 


Receipts and Disbursements Report and the Treasurer’s Activity Statement for the 
month you are reconciling.  Navigate to Accounts Payable → Reports → Payments and 
run the Misc. Inter/Intra Agency Report for the month you are reconciling. 


d. Using the Treasurer’s Activity Statement, the Misc. Inter/Intra Agency Report and GL 
Inquiry record all the activity in the clearing account in the first box on the 1160 
Reconciliation Worksheet.  The second box is for all outstanding items that make up the 
balance needed to be transferred.     


e. Complete OMES Form 11 using the information from the 1160 Reconciliation 
Worksheet. 


 
f. Total Receipts are the positive numbers from the 1160 Reconciliation Worksheet and 


the Total Disbursements are the negative numbers from the 1160 Reconciliation 
Worksheet. 


  
g. Beginning Cash Balance is the Ending Cash Balance from the prior month.  Net receipts is 


the Total Adjusted Receipts from Section A.  Net Disbursements is the Net 
Disbursements from Section A. 


h. Create the journal entry for any manual warrants issued during the month in 
PeopleSoft.  This requires a separate JE login ID.   


i. Forward the 1160 Reconciliation Worksheet, the OMES Form 11, the Treasurer’s Activity 
Statement, the Misc. Inter/Intra Agency Report, a print screen of the Journal Entry 
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accounting entries, and the Clearing Account Check Log to the Chief Financial Officer to 
review and sign. 


j. Once signed, scan and forward original OMES Form 11, Treasurer’s Activity Statement, 
and SRD to OMES Services DCAR Accounting email (accounting@omes.ok.gov).  The file 
should be named “16000 79901 Month Year.” 


k. File in the Clearing Account Reconciliation folder in the central files.   
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Cash Reconciliation 
A. Purpose 


a. To reconcile cash balances between HP FD and PeopleSoft systems. 
B. Description 


a. The following sequence of activities are followed by Jill in preparing cash reconciliations: 
i. To do the monthly cash reconciliation you need the following: 


1. CORE computer reports consisting of: 
a. 6-Digit Expenditure Detail Report (Accounts Payable → Reports 


→ Vouchers → 6 Digit Exp Detl by Jrnl Date) 
b. Summary of Receipts and Disbursements (General Ledger→ 


General Reports → Summary Receipts & Disb) 
c. Journals by Agency and Fund (General Ledger→ General 


Reports→ Journals by Agency and Fund) 
d. General Ledger Inquiry (General Ledger→ Review Financial 


Information→ Ledger) 
2. CORE computer queries consisting of: 


a. OCP_CHANGE_IN_AP 
b. 160_DEPOSITS_BY_CLASSFUND 


3. HP FD computer reports consisting of  
a. Daily Cash Receipts and Disbursements (FD40) 
b. Cash Summary by Fund (FD39) 


ii. The spreadsheet that will need to be used is in the Reconciliations folder on the 
shared drive (s:/Reconciliations). 


1. Click on the fund you are to reconcile. 
2. Create a new tab for each month reconciled. 
3. Drop in numbers as required. 


iii. Once reconciliation for a fund has been completed close all open sets of books. 
1. Navigation is 1) Fiscal Operations Menu → 2) Account Management & 


Month End Processing → 3) Month End Close → Find each Program and 
change EOM to next month to be reconciled. 


iv. Forward reconciliation form, Summary of Receipts and Disbursements, and Cash 
Summary by Fund to Allison for review. 
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Record Retention 
The authorized dispositions in the Consolidated General Disposition Schedule stipulates 


minimum retention periods of financial records that vary from one (1) to seven (7) years.  The 


Oklahoma Department of Commerce retains all financial records for seven (7) years.  Records 


are destroyed provided all audit reports have been accepted and resolved and provided no 


legal actions are pending. 


Reconciliations 
The following reconciliations are prepared on a monthly basis: 


• Cash balances per HP financial system and PeopleSoft financial system 


• Allotment/Budget balance per HP financial system and PeopleSoft financial system 


Cash receipts are reconciled between the federal draw systems and the HP financial system at least 


quarterly. 
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Appendix A:  Accounting Desk Procedures  
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April Soto 


Accountant II 
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Annual Actual and Necessary Report Procedures: 


 


In PeopleSoft run Query  


ODOC_ACTUAL_NECESSARY_TRAVEL 


Run to Excel  


Accounting Dates = July 1, Last Year to June 30, This Year 


Open 


Match number of claims on PeopleSoft report to Travel Claim Log 


 


Open Spreadsheet for Report 
        I drive-AdmnServ-Food and Beverage-A & N Travel Report 
        Change dates 
        Fill out report 
        Print 
 


Fill out letter for Governor 
        I drive-AdmnServ-Food and Beverage-A & N Yearly Report Letters-Governor of OK 
        Change dates 
        Print 
 


Give Report and letter to Stacie 


Stacie will sign and give back 


Once received back from Stacie, make 3 copies on letterhead and mail to governor, speaker of the 


house, and president pro tempore. 
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Entering W-9’S Into HP 


 
HP 


1-5 


F EIN to make sure not already in HP 


 


E 


Type in W in payee type for W-9 


Type in EIN 


Fill in name, address, phone # 


Enter to top 


U 


Write HP # on top 


 


E-mail Judy  


 Subject line:  HP#_____ - Name 


 


Add W-9 to spreadsheet in alphabetical order 


 S drive—Amanda Moss—W-9’s 


 


Place W-9 in correct binder in correct place according to order on spreadsheet 
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Expenses for Economic Development Seminars and Receptions Report 


 
The report “Expenses for Economic Development Seminars and Receptions” (required by Title 
74.500.2e)) is due quarterly for all expenses paid during the quarter for 


Direct Payment of Food/Lodging 


Space Rental 


Meeting Refreshments 


Food/Catering 


 


These expenses should be for non-state employees or for meetings with non-state employee 
participants. 


 


Run the Cumulative General Ledger for account codes during the necessary inclusive period for all 
programs. 


HP-1-7-3 


Enter to Account # 


Use account codes: 


543060 0000     Space Rental 


543260 0000  Food/Beverage 


543190 0000  Workshop/Meeting Rooms 


541190 0000 – 2015 Federal Workshop/Meeting Rooms 


541260 0000 – 2015 Federal Food/Beverage 


541060 0000 – 2015 Federal Space Rental 


*Do not list Native American 


*Do not list coffee service for agency 


 


Using the claims provided in the cumulative general ledger, transfer the information to the “Expenses 
for Economic Development Seminars and Receptions” report.  This report can be found at 
I/AdmnServ/Food and Beverage/Food and Beverage.xls. Move and copy last page over and rename as 
last month/year of reconciling.  Be sure to update the date on line 2 of spreadsheet. The items to be 
included on the report are: 


Date claim was paid 


Whom claims was paid to 


Claim number 


Division number 


Amount for meeting room rental (object code 3213) 
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Amount for food and catering (object code 3611) 


Amount for direct payment of food and lodging (object code 2213) 


Total amount of claim 


Description of function 


 


Attach letter to the Governor. This letter may be found at I/AdmnServ/Food and Beverage/ Governor of 
Oklahoma.doc 


Give letter and reports and spreadsheet to Stacie for sign off. 


 


Once back from Stacie, make 3 copies of letter on Letterhead.  


 


Send letter and spreadsheet to: 


 


Governor – Kevin Stitt 


Speaker of the House – Charles McCall 


President Pro Tempore – Greg Treat 


 


*Find addresses for envelopes at I/AdmnServ/Food and Beverage/President Pro Tempore and Speaker 
of the House 


 


Place in outgoing mail 
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Record Destruction Procedures: 


 
Locate archive list to be destroyed:  
 I drive-AdmnServ-ARCHIVES-Archive Lists 
 Open workbook and print off 
 
Use Oklahoma Department of Libraries website to fill out form: 
 https://libraries.ok.gov/state-employees/records-management/records-scheduling/ 
 Click on records scheduling 
 
 


 


 


 


 


 


 


Click on General Records Disposition Schedule for State Agencies 
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This document explains how records are listed in the archives.  Page 11 starts with the Administrative 


Records.  Financial Records start on page 30. 2-1 refers to 6-Digit Expenditure Detail Reports.  It gives a 


description as to what these files entail as well as how long we are required to hold them. 
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Filling out the Destruction Request Form: 


 Locate Archive Form to fill out: 
 I drive-AdmnServ-ARCHIVES-Archive Form 4.xls 
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Schedule or RDA Number = GRDS (General Records Disposition Schedule) 
Series Number = Number from  GRDS (See Green Arrow above) 
Series Title = Title according to GRDS (see red arrow above) 
 *Next to Series Title input FYXX 
 **Next to FYXX input Box # according to our archive list 
Inclusive Dates = Box Title according to the Archive List 
 
Once form is complete, print out and take to LaKeisha Lofton to fill out top and sign 
Once it is signed, scan and email to Jan Davis (Jan.Davis@libraries.ok.gov) 
Once Jan approves the list, she will send you a confirmation email with the approval attached 
Save the approval attachment: 
 I drive-AdmnServ-ARCHIVES-Approved Archive Form 4 
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Receipts 


 
Cash Receipts transactions can be classified into five general categories: 


1) Letter of Credit items 


2) Monthly Cash Allocation and Adjustments 


3) Loan Repayment Items 


4) Refunds 


5) Other Cash Receipts items 


 


Letter of Credit Items: (Deposits 405, 400, 412, 205) 
1)  Sign on the FD computer system, go into the receipts entry screen as follows: 


a.   01 Fiscal Operations 


b.   01 General Ledger Submenu 


c.   03 Cash Receipts 


2) On the first screen, type in the set key, last four of deposit number, and transaction date.  Use 0 


for doc date.  Update and go to 08 Detail Screen (U;8).  Write down batch number. 


3) Enter account numbers and amounts as follows for Federal deposits (400, 405, and 205 for EDA, 


STEP, and FSCPE) 


101010 (cash)   XXXX 


211140 (grants unapplied)  XXXX 


       101040 (grants receivable)  XXXX 


       431010 (revenue)   XXXX 


 


4) Enter account numbers and amounts as follows for State deposits: 


103010 (cash)   XXXX 


213140 (grants unapplied)  XXXX 


103040 (grants receivable)   XXXX 


433010 (revenue)    XXXX 


 


5) Enter account numbers and amounts as follows for 412: 


101010 (cash) XXXX 


101050 (accounts receivable)  XXXX 


Monthly Cash Allocation and Adjustments 
1) The monthly cash allocation is received from Melissa S each month.  Allocation adjustments are 


received from Rhonda Lincoln at different times throughout the month. 


2) After signing on the FD computer system, go into the receipts entry screen as follows: 


a. 01 Fiscal Operations 


b. 01 General Ledger Submenu 


c. 03 Cash Receipts 


3) On first screen, type in the set key, allocation # (yymm00 or yymm##), and transaction date. Doc 


date =0. After updating go to 08 Detail Screen (U;8) 


4) Enter account numbers and amounts as follows: 
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103010 (cash)   XXXX 


213140 (grants unapplied)  XXXX 


 103040 (grants receivable)  XXXX 


 433010 (revenue)   XXXX 


 


5) Update and return to first screen 


 


6) Allocation Adjustments are handled the same unless the programs being adjusted are revolving 


funds or carryover funds. Also, for 205.  Enter those as follows: 


103010 (cash)   XXXX 


 433012 (revenue rollover)  XXXX 


 


Loan Repayment Items 
1) Loan repayment items are received from Jill C and should be initialed by JC and AB. 


2) After signing on the FD computer system, go into the receipts entry screen as follows: 


a. 01 Fiscal Operations 


b. 01 General Ledger Submenu 


c. 03 Cash Receipts 


3) On first screen, type in the set key, deposit number (last 4), contract number, transaction date 


and document date (date of loan payment). After updating, go to 08 Detail Screen. (U;8) 


4) Enter account numbers and amounts as follows: 


 


ED Repayment 


101012 (invested cash)    XXXX 
211160 (deferred revenue/principal)  XXXX 
211161 (deferred revenue/interest)   XXXX 
 101053 (accounts receivable/principal)  XXXX 
 101054 (accounts receivable/interest)  XXXX 
 431040 (income from program source)  XXXX 
 
CD Repayment 
 
101012 (invested cash)    XXXX 
211160 (deferred revenue/principal)  XXXX 
 101053 (accounts receivable/principal)  XXXX 
 431042 (income from program sources/CD)  XXXX 
 
 
Lola Faye Denton 
 
101012 (invested cash)  XXXX 
211162 (deferred revenue/uncollectible principal)  XXXX 
 101055 (accounts receivable/uncollectible principal)  XXXX 
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 431040 (income from program sources)  XXXX 
 
Other Repayments 
 
Enter the same as an ED Repayment except do not put in the contract number and the document date 
on the first receipts screen.  Instead, after entering the account numbers and amounts, type in 19 
comments and type in the name of the contractor and the date of repayment. 
 


Refunds 
 


1) Refund items are received 
2) After signing on the FD computer system, go into the receipts entry screen as follows: 


a. 01 Fiscal Operations 
b. 01 General Ledger Submenu 
c. 03 Cash Receipts 


3) On first screen, type in the set key, deposit number, contract number (for contract federal or 
revolving funds), and transaction date. After updating, go to 08 Detail Screen (U;8) 


4) Enter account numbers and amounts for each type of refund as follows: 
 


Contract Refunds for Federal Funds 
 
101010 (cash)  XXXX 
 211111 (commitment)  XXXX 
 
Contract Refunds for Revolving Funds 
 
103010 (cash)  XXXX 
 213111 (commitment)  XXXX 
 
Go into 19 Comments.  Type in any other comments applicable to this deposit and update. 
 
Contract Refunds for State Funds 
 
Two entries are required or contract refunds for state funds: 


1. 103010 (cash)   XXXX 
213111 (commitment)  XXXX 


 The contract number should be entered in the comments screen. 
 


2. 433010 (revenue)  XXXX 
103010 (cash)   XXXX 


 The contract number should be entered in the comments screen. 
 
        Contract Refunds from OIL Funds 
 
        Two entries are required for contract refunds for OIL funds: 


1. 101010 (cash)  XXXX 
211111 (commitment)  XXXX 
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       The contract number should be entered on the first receipts screen. 
 


2. 101040 (grants receivable) XXXX 
431010 (revenue)  XXXX 
 101010 (cash)   XXXX 
 211140 (grants unapplied)  XXXX 


      The contract number should be entered in the comments screen. 
 
 
Vendor Refunds from State Funds 
 
103010 (cash)   XXXX 
433010-0007 (funds returned to funding source)   XXXX 
 103010 (cash)   XXXX 
 543270-0001 (funds returned to funding source) XXXX 
 
Vendor Refunds from Federal Funds 
 
101010 (cash)   XXXX 
433010-0007(funds returned to funding source)  XXXX 
 211110 (commitment)  XXXX 
 541270-0001 (funds returned to funding source)  XXXX 
 
Vendor Refunds from Revolving Funds 
 
103010 (cash)   XXXX 
103060 (deferred charges)  XXXX 
 213110 (commitment)  XXXX 
 543xxx (expense acct. #)  XXXX 
 
 


Other Cash Receipts Items 
 


1) Sign on the FD computer system, go into the receipts entry screen as follows: 
a. 01 Fiscal Operations 
b. 01 General Ledger Submenu 
c. 03 Cash Receipts 


2) On first screen type in the set key, deposit number, and transaction date.  After updating go to 
08 Detail Screen (U;8) 


3) Enter account numbers and amounts for each type of refund as follows: 
 
 
Indirect Charges (412) 
 
101010 (cash)    XXXX 


101050 (accounts receivable)  XXXX  
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Cash received for Manufacturer’s Directory, Registration fees, etc. (Memo style—need comments) 
 
103010 (cash)   XXXX 
 433010 (revenue)   XXXX 
 
 
Investment Interest 
 
101012 (invested cash)  XXXX 
 431041 (interest income)  XXXX 
 
 
Cash Received for Invoices 
 
103010 (cash)   XXXX 
 103050 (accounts receivable) XXXX 
 
Several federal grants are funded on a reimbursement basis.  EDA, STEP, and FSCPE entries utilize the 
due to/due from accounts because funds are borrowed from a revolving account to pay the expense.  
Note that the EDA, STEP, and FSCPE entries use the federal accounts and the ODOCBS and ODOCRE 
entries use non-federal accounts. 
 
 
Transfer from Revolving to Federal: 
 
EDA/STEP/FSCPE 
101010-0000   Cash 
 211126-0000   Due to Other Program 
 
 
ODOCBS/ODOCRE 
103055-0000   Due from Other Program 
 103010-0000  Cash 
 
 
Transfer from Federal to Revolving: 
 
EDA/STEP/FSCPE 
211126-0000   Due to Other Program 
 101010-0000   Cash 
 
 
ODOCBS/ODOCRE 
103010-0000   Cash 
 103055-0000   Due from Other Program 
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Mail Warrants Received from OMES daily; enter warrant list payment info 
 


Do after lunch 
*Warrant #’s that start w/108 are paper checks (bank acct shows up as OST) 
 
Run Misc. Warrant report from people soft using today’s date 
Print 
 
Pull pending claims from drawer 
 
From Report 
If EFT: 
 Write warrant # 
 Write date 
 Trash second copy of HP claim and everything behind the orange sheet 
 *nothing is mailed 
 Staple together 
 
If Travel or OK Grant: 
 First 2 pages (People Soft Claims) goes to back 
 Staple 
 
If Paper Check (OST): 
 Take out 2nd copy of HP claim 
 Take out everything behind orange sheet 
 Staple original group and staple what was pulled out as 2nd group 
 Put aside for tomorrow (have to wait to receive check) 
 
Stamp all the EFT’s with today’s date (every sheet of each bundle) 
 
Separate travel/grant/PO (orange sheet) 
 
 


 
IN HP: 
PO 
 3 (Allotment system) 
 10 (Purchase Orders) 
 F ENTER all the way to line 15 
 Look at HP claim 
 Input PO w/out the C ENTER 
 20 ENTER go to claim listed on PO 
 6 (warrant date w/out slash) ENTER 
 Input warrant # ENTER 
 7 (Input release date—date stamped—EFT’s have same warrant date & release date) 
 ENTER ENTER 
 UR 
 F8 
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GRANTS 
 11 (pass thru contracts0 
 F ENTER 
 Input contract # ENTER 
 20 ENTER 
 Find claim # 
 6 (enter date of warrant) ENTER 
 Input warrant number ENTER 
 7 (enter release date) ENTER ENTER 
 UR 
 F8 
 
TRAVEL 
 12 (TRAVEL) 
 F ENTER 
 In requisition # input PR # listed on bottom ENTER 
 10 ENTER 
 Warrant date ENTER 
 Initials ENTER 
 13 (claims) ENTER 
 6 (Input date) ENTER 
 Warrant # ENTER 
 7 (Input release date) ENTER ENTER 
 UR 
 F8 
 
Input into Travel log 
 I drive-travel-travel tracking log & analysis 
 Fill out remaining tracking entries 
 File in travel filing cabinet 
 
FICA 
 HP 13 
 Input REQ # 
 8 ENTER—input pay date and initials 
 11 ENTER 
 Input warrant info 
 UR 
 
Once everything is entered into HP place in file basket 
 
 
WHEN CHECKS RECEIVED: 
 Match up check to warrant 
 Put “copy” in envelope with check 
 Be sure 06 is written in upper left of envelope  
 Stamp original with today’s date 
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 Enter into HP following above procedures 
 Place in file basket 
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Melissa Stevens 


Accountant II 
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Accounts Payable Invoice Process 
Invoice is brought to Finance by Administrative Assistant Moynea Coleman 


Once received, Sign Invoice Routing Form and verify the amount billed 


Verify the invoice is accurate and has been signed by the proper Officials 


Breakdown of PO, accounting lines, funding class, department, bud ref year, & project should be noted 


on invoice 


If an invoice is billing with Federal funds, verify Federal Justification Form is included with invoice.  


To enter invoice information into HP  


3-10-F-tab 5 times and enter contract number 


Enter 20 to go to Claims and hit enter as many times as necessary to find next available Req # 


Enter HP information 


01-Requisition number 


02-Items Received date 


03-Invoice date and Invoice number 


04-AP received date 


08-Notate what the invoice is billing: Service dates and billing periods 


09-Verify the remit address in HP matches remit on invoice 


12-Detail Items and match HP lines per invoice breakdown, enter amount and UR 


Print HP claim once all information is complete 


AP does not create HP claims for federal funded invoices. AP creates PeopleSoft claim and gives all 


documents to Jill Croom for the drawing of the funds 


Enter invoice information after HP into PeopleSoft 


Pull up PO to match lines and amounts (if item(s) were received at the agency, there will be a receiver 


included with invoice. Pull up PO and find referenced receiver number) 


-Enter invoice number 


-Invoice date 


-Provide comment referencing invoice description 


Once saved, PeopleSoft provides a voucher number, notate voucher number on printed HP claim 


Print PeopleSoft Voucher 
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Combine all documents (invoice, Invoice Routing Form, HP claim, PeopleSoft voucher, and any 


supporting documentation)  


Give to Approving Official to sign and verify for accuracy 


Once returned to AP, if invoice has immediate payment terms, the voucher is scanned and sent to OMES 


for payment processing. If terms are anything other than ASAP, the voucher is filed and processed per 


the payment date  


When ready to send for payment processing, run Voucher Batch slip report in PeopleSoft. Give form 


along with all invoices to be processed to Stacie Willis for signature. Once returned, scan all documents 


for OMES to process. Scan signed batch slip separately and send an email to 


OMESTPVouchers@omes.ok.gov  
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Approve sub-grantee expenditure reports in OK Grants and book in FD 
OK Grants: 
 My inbox  
 Click on related document 
 View forms 
 Expenditure report 
 Print version 
 Print 
 Staple expenditure report on top of original email 
 
HP: 
 3 ENTER 
 11 ENTER 
 F ENTER 
 Input contract # ENTER 
 22 ENTER 
 F ENTER 
 Input contract # ENTER ENTER 
 1 ENTER 
 Input current month expenses ENTER 
 Make sure entries on form match screen 
  *if matches: (We DO NOT track match totals for CDBG) 
   Write acct # next to totals on report 
   UR 
   21 (for comments) 
   Input # for box to enter comments (if new box, E ENTER) 
           (date on top of report, EXP RPT APPROVED initials todays date ENTER 
   //ENTER 
   UR 
   15 ENTER ENTER 
   Write set key at bottom of report 
   F8 
 
  *if no match: 
   Go to OK Grants 
   My financials 
   In keyword type in contract # Search 
   Click on name (any of them) 
   Parent info (to see contract) 
   View forms 
   Find contract part 1 
   Verify contract amount 
 
BOOK in HP: 
 1 ENTER 
 1 ENTER 
 6 ENTER 
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 Input set key 
 Input contract # ENTER 
 ENTER 
 Transaction date = date on bottom of report ENTER 
 DOC date= date of top of report 
 U;8 ENTER 
 Write batch # on bottom 
 Input acct # by totals ENTER 
 Put in 4 0’s ENTER 
 Put in current expenditure amount ENTER 
 Put in credit (101061) ENTER then 4 0’s ENTER 
 Input credit ENTER 
 // ENTER 
 UR ENTER ENTER 
 Initial-date on bottom of report 
 Put in Allison’s inbox 
 
 
In the event of match there will be a total of 6 entries 
2 entries from above then the following: 
 555XXX 
 215113 
  105063 
  435031 
 
IE2:   
 555XXX 
 555XXX 
  101061 0000 
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New Contracts and modifications 
 


• You will receive a notification in your inbox when a contract or modification has been executed. 


• Log in to OKGrants 


 


• Click on My Inbox 


 


• Click on the Subject. 


• Click on Related Document hyperlink. 


 


• Click on View Forms. 
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• Click on the PeopleSoft Application Information ODOC No-PO link and fill in appropriate 


information for new contracts 


 


 


 


 


79







 


• From the Forms menu, click on ODOC #’s (ODOC Only) and print this screen using Print Version. 


 


 


• From the Forms menu, click on Contract Part I 


 


 


• Print the contract by clicking on Print Version. 
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• For new contracts, attach a copy of the New Contract Checklist  


Contract Name   


Contract Number   
Melissa   


PO (State Only)   


PS Vendor # & Loc.   


PS Project #   


PS Activity #   


PS Oper #   


Set Key   


IDIS Project #   


IDIS Activity #   


Form 81 (CDBG)   


Contract Tracking   


Budget   


PS   


Alloc for Non Fed   


Allot. Setup PR #   
Jill   


IDIS (CDBG)   


Funding   


Batch #   


   


 


• Log on to HP and use the following navigation for new contracts: 


02 Contract Tracking 


01 Contract Tracking 


01 Preapproval 
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• Confirm that all the information in fields 1 through 10 match the printed contract from 


OKGrants. 


• Enter the dates the Contractor and CDS Director signed the contract in fields 13 and 14.  


• Enter the action you took in field 16 Last Change. 
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• When you receive notification that a contract modification has been executed, you will print 


Contract Part I again.  It will reflect the updated information and you will use this to update 


Contract Tracking in HP.   


• On the Contract Tracking Sub-Menu, you will go to 02 Active and then find the contract. 


 


 


Entering New Contracts in HP Allotment 


• Follow the navigation below 


03 Allotment System 


11 Pass-Thru Contracts 


• Type “E” and hit return.  You will complete the same fields as below except for field 11. If you 


are completing a modification, update the relevant information. 
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• Set up the information in 15 Detail Funding.   
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•  
• You will not need to complete field 05 Funded Amt or 06 Paid Amt at the time of set up for 


federal contracts.  Both amounts will remain $0.  For state contracts, enter the amount of the 


contract in 05 Funded Amt. 


• Forward to Jill to enter obligation into FD. 


• Jill will create the FD batch and forward to Allison for verifying and posting. 
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Reconciling the FD to ALT Cash at EOM 


 
You will use the EOM reports for this task.  They print off on the HP Printer. 
 
The reports that will be turned in on this task will be the FD-#13 Cash Receipts and disbursements and 
the ALT-Cash Summary.  The other reports will be tools for this job.  You will check the ALT cash 
summary and add the balances on the different set keys on each program.  After this is completed, the 
FD report and ATL report will be checked for any differences. 
 
The differences could be any combination of not posting the budget, claim posting incorrectly, or other 
things to make the balance out of order. 
 
REPORTS USED: 
 
Cash Summary: 
 HP—1-7-3 
 Tab all the way down and the cursor will jump up to action 
 Key in “UR” 
 The next screen will appear 
 Tab down to #13 and key in “Y” ENTER // ENTER 
 The cursor will jump up to action 
 Type in “GO” and you will get a job number 
 
Claims not yet posted: 
 HP—3-17-8 
 Choose printer 1—ENTER for job number 
 
Cash Balances: 
 HP—3-19-5 
 Enter 1 for printer 
 “Y” for whole file 
 ENTER for job number 
 
 


1. Separate FD Cash Summary by fund 
2. Separate ALT Cash Balances by fund 
3. Open Spreadsheet  I/AdmServ/Amanda Moss/Balance Cash 
4. Open Blank spreadsheet and save in correct FY as YY-MMDD (Day is last day of month 


reconciling) 
5. Fill in spreadsheet with date at top, FD overall balance at top and ALT overall balance at top 
6. Fill in Program totals for FD and ALT according to reports 
7. If there are no outages, save – print – paperclip spreadsheet to reports and set aside 
8. If outages are present research reason and document 


a. Look at claims not yet posted first.  List the total on program line under O/S VHRS and 
then individually on bottom under claims not yet assigned 


b. Run cash summary and disbursements for needed programs by set key and look for 
outages there.  List any necessary corrections on bottom next to corrections.   
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9. Once all Funds are balanced give to Allison for verification 
10. Keep a rolling year  
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Approving Reimbursement Request in OK Grants and Book to FD 
OK Grants: 
 Look under “My Tasks” for Reimbursement Claims 
 Click on document name 
 View forms (under View, Edit, Complete) 
 Click on Reimbursement Claim 
 Print Version 
 Print 
 


HP: (if SEP—it is Federal—SEE NEXT PAGE) 
 Go to Allotment System (3) 
 Go to Pass Thru Contracts (11) 
 F ENTER 
 Input contract #  ENTER 
 22 ENTER (where we track payments) 
  F ENTER 
 Input contract # ENTER ENTER 
 1 ENTER 
 Enter current month expenses 
 Verify entries on screen match contract 
 Write acct # next to “totals” on contract 
 UR to update and return to previous screen 
 21 ENTER (to input comment) 
 Input # for box to enter comment (if no entries in box E ENTER)  
  *be sure to ENTER past current entries 
 Format for note—date on contract, exp rpt approved – initials todays date 
 UR 
 15 ENTER ENTER 
 Write set key on bottom of contract 


F8 
 
Go to Spreadsheet in I drive: contract allocations-fiscal year 
Put in amounts for each month 
 
 
If SEP: 
 
Go to Allotment System (3) 
 Go to Pass Thru Contracts (11) 
 F ENTER 
 Input contract #  ENTER 
 22 ENTER (where we track payments) 
  F ENTER 
 Input contract # ENTER ENTER 
 1 ENTER 
 Enter current month expenses 
 Verify entries on screen match contract 
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 Write acct # next to “totals” on contract 
 UR to update and return to previous screen 
 21 ENTER (to input comment) 
 Input # for box to enter comment (if no entries in box E ENTER)  
  *be sure to ENTER past current entries 
 Format for note—date on contract, exp rpt approved – initials todays date 
 UR 
 15 ENTER ENTER 
 Write set key on bottom of contract 


5 ENTER ENTER 
 Input amount (add reimbursement to current funded amount) 
UR 
Go to OKGrants 
View forms 
Comments Form ODOC Only 
Type in Set key-SAVE 


 
DO NOT PUT INFO INTO SPREADSHEET 
 
Approving Reimbursements: 
OK Grants 
 My tasks 
 Click on name 
 View forms 
 Comments for ODOC only 
 Type set key in comments 
 Save  
 My home 
 Click on My Administration-status push documents by role 
 Click on dropbox—choose reimbursements-search 
 Dropbox—reimbursement (only option)-search 
 Push to status claims approved 
 Check the box next to the ones that need to be done 
 Push selected documents 
 
Book Them in HP: 
 1 ENTER (Fiscal Operations Menu) 
 1 ENTER (General Ledger Submenu) 
 6 (Expenses) 
 Put in set key ENTER 
 Input contract # ENTER 
 ENTER 
 Transaction date = date printed on bottom ENTER 
 Document date = last day of month listed on top of expense report  ENTER 
 U;8 ENTER 
 Write batch # on bottom 
 Put in acct # (written by totals) ENTER 
 Put in 4 0’s ENTER 
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 Put in current expense total ENTER 
 Put in credit acct # (103061) 
 // ENTER – UR – ENTER – ENTER 
 
Book SEP in HP: 
  1 ENTER (Fiscal Operations Menu) 
 1 ENTER (General Ledger Submenu) 
 6 (Expenses) 
 Put in set key ENTER 
 Input contract # ENTER 
 ENTER 
 Transaction date = date printed on bottom ENTER 
 Document date = last day of month listed on top of expense report  ENTER 
 U;8 ENTER 
 Write batch # on bottom 
  
Totals: 551000 or 553000 
   101061 
 
Match: 215113 
 555xxx (match acct) 
   105063 
   435031 
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Amanda Campbell 


Accountant III 
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New Grant/Project Set Up 
Set up new grants/projects in HP and PS using the FY20XX Set Up Checklist 


• Pattern new set of books in HP 
o 1 > 2 > 5 – Pick a similar program to pattern. Enter new project name, grant ID (use bill # 


for state programs; leave blank if signed award has not been received), description, 
dates, and end of current month, then type ‘3’ at the top.  1>3>4 to update program 
master after Award is received. 


 
• Post Receivable to HP 


o Use copy of award letter to write set key and reason for entry (e.g. To record 
Receivable), circle or highlight amount being booked 


o 1 > 1 > 7 – Enter set key, today’s date, then type U;8. On the next screen, use Grants 
Receivable (10X040) and Grants Unapplied (21X140) for your entry, then Update. Add a 
description (e.g. To record Receivable for Qtr2 Alloc) 


o Write batch number on the award letter and give to Allison to verify 


• Add budget to HP by completing the budget memo in Amanda’s folder on the shared drive.  
Enter today’s date, set key and program, budget amounts by line item, match if applicable, and 
amounts to be added in the Deferred/Commitment journal entry.  Print and give to Melissa to 
enter in HP. 


• Set up new award in PS  
o Go to Grants > Proposals > Maintain Proposals > Add a New Value to create proposal 


with new program name as proposal ID (e.g. CSBG_19). Add description, PI (State, 
158781 Stacie, Fed 113362 Marshal), Sponsor ID (state=OMES 90 or Tourism if billing 
them 566, Fed=who gave money), CFDA if applicable, and select whether F&A applies or 
not, uncheck Facilities for State programs. Add dates and build a period (1 period). On 
the Project tab, enter project name (e.g. 160_CSBG_19). On the Budgets tab, add Admin 
as an activity. 


o Go to Grants > Proposals > Submit proposal and click Submit 
o Go to Grants > Proposals > Generate Award, verify the info is correct, click Generate.  If 


the information is not correct, this is the last opportunity to change the award ID, 
project ID and/or activity ID. 
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o Go to Grants > Awards > Award Profile. Enter the grant number as the reference 
number when the award letter is received.  


o Go to Grants > Awards > Project and enter project type Admin. Click Project Status 
hyperlink and select ‘O’ with the contract start date. On the Project Costing Definition 
tab, choose Project Team Only with Time & Labor as the Product. Click on the “Project 
Activities” link at the bottom of the screen.  Field 5 on the User Fields tab should say 
‘Labor’ if payroll will be charged there. Otherwise, use ‘Non-Labor’.   


o Go to Grants > Awards > Project Activity.  On the third tab, double-check for correct F&A 
rates.  To enter rates, select Federal as the rate type, add MTDC to lines 1 and 3, and 
then add the F&A rate to each of the 3 lines. Remove Stacie and Marshal as activity 
owners if using for Labor. 


o Go to Customer Contracts > Create and Amend > General Info and search for contract 
(e.g. CSBG 19). Add Pass-thru contract line if applicable. (Note: CDBG will have 3 
contract lines, 1 for Admin, 1 for TA, 1 for PT.) On Detail tab add grant number to Loc ID 
field if known. Under the Contract Terms hyperlink for each contract line, add business 
unit, billing limit, Rate Plan (Admin) or Rate Set (Pass-thru), select as incurred by fund 
(Admin) or pass thru by fund (Pass-thru). Federal awards:  If the signed award has been 
received, set contract status to ‘Active’.  Otherwise, leave in Pending status until the 
grant is ready. (State contracts will always be in Pending.) 


o If not already requested at the beginning of the fiscal year, email Icelyn and Salisa and 
copy Stacie to request combo codes, Email Rhonda to request and set keys for the new 
project.  Include the funding info for Icelyn. 


 
o Go to Commitment Control > Budget Definitions to add row to KK and Child ledgers. Add 


project number, start date, and end date and set the control option to “Track w/o 
Budget.” 


o Go to Commitment Control > Budget Journals > Enter Budget Journals to enter budget. 
o After the journal status says ‘Posted’, go to Commitment Control/Review Budget 


Activities/Budgets Overview to verify the budget amount is correct. 
o If project has OH and NOH operating units, look up project under Grant > Awards > 


Project Budgets to enter the budget by account code, activity, and operating unit. Click 
Finalize. After it completes in the process monitor, go back to Budgets Overview in 
Commitment Control to verify the budget amount is current. 


o Go to Project Costing > Project Definitions > Team to set up the project team.  Click the 
+ button, enter the employee ID, set the project role to “PROJECT_TEAM” and ensure 
the correct start and end dates are reflected.  When an employee terminates or no 
longer works on a project, update the end date to remove them from the project team. 


o For federal programs, the budget info comes from Annette.  For state programs, Rhonda 
and her team will enter the info in HP.  To obtain the budget data, run the Budget Detail 
by Set Key Report. This report contains all the state budgets for that fiscal year. 


Contracts 
New Contracts in PeopleSoft 


• State contracts 
o Print state contracts out of OKGrants when you receive the Executed status email (all 


state contracts except REAP). Write set key on contract. 
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o Go to Commitment Control > Define Control Budgets > Budget Definitions to add row to 
the KK (PROJECT_KK) and Child (PRJ_CH_KK) ledgers. Select the following parameters: 


 
▪ Ensure that the “Correct History” checkbox is checked.  Go to the “Control 


Chartfield” tab.  Add project number, set the control option to “Control,” and 
enter a start and end date. 


o Go to Commitment Control > Budget Journals > Enter Budget Journals to enter budget. 
▪ Click Add on the Add a New Value Screen 
▪ In the Ledger Group field, select PRJ_CH_KK 
▪ Click the checkbox next to Generate Parent Budget(s)


 
▪ On the Budget Lines tab, enter the account, PC Bus Unit, Project, Activity, and 


the Amount.  For pass-through contracts, use account 555000


 
▪ Click the Process button 


o After the journal status says ‘Posted’, go to Commitment Control > Review Budget 
Activities > Budgets Overview to verify the budget amount is correct. 


o Give contract to Judy so she can set up the PO. 
o After the contract is routed back to you, look up project under Project Costing > Project 


Definitions > General Information and verify Description, Project Type, Project Status, 
and Dates. On Project Costing Definition tab, verify that Project Team Only is selected 
with Time & Labor as the Product.  


o Go to the Project Activities hyperlink to verify Activity and Dates. On the User Fields tab, 
verify that NON-LABOR is in Field 5 for each line. 
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o Look up project under Project Costing > Activity Definitions > Status to verify that the 


correct activity is in open status with an appropriate effective date.  
o After reviewing, initial and date the contract, and put it in the filing tray. 


• Federal contracts 
o Look up project under Project Costing > Project Definitions > General Information and 


verify Description, Project Type, Project Status, Dates. On Project Costing Definition tab, 
verify that Project Team Only is selected with Time & Labor as the Product.  


▪ For CDBG only, go to the User Fields tab to enter the IDIS project number in 
Field 2 and the IDIS activity number in Field 3. 


o Make sure the correct contract and line are showing on the Rates tab. (2 for all, 3 for 
CDBG, 1 for CD and ED invested cash) 


o Go to the Project Activities hyperlink to verify Activity and Dates. On the User Fields tab, 
verify that NON-LABOR is in Field 5 for each line. For ESG only, add rows in this section 
for the additional activities.  The list of activities can be found in IDIS. 


o Look up the project under Project Costing > Activity Definitions > Status to verify that 
the correct activity is in open status with an appropriate effective date. For ESG only, 
close the first activity and open the newly added activities using the contract start date. 


o For ESG look up the contract under Customer Contracts > Create and Amend > General 
Information. Go to the Lines tab, then the Detail tab, and click Contract Terms. Find the 
project number, add additional rows for each newly added activity, and type in the 
project and activity for each line (you can type over the existing activity since it is no 
longer needed.) 


o Go to Commitment Control > Define Control Budgets > Budget Definitions to add row to 
the KK (PROJECT_KK) and Child (PRJ_CH_KK) ledgers. Select the following parameters: 


 
▪ Ensure that the “Correct History” checkbox is checked.  Go to the “Control 


Chartfield” tab.  Add project number, set the control option to “Control,” and 
enter a start and end date. 


o Go to Commitment Control > Budget Journals > Enter Budget Journals to enter budget. 
▪ On the “Add a New Value” screen, click Add 
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▪ Select the “PRJ_CH_KK” ledger in the “Ledger Group” field, and then select the 
checkbox next to “Generate Parent Budget(s).” 


▪ On the “Budget Lines” tab, enter the Account (555000), PC Bus Unit, Project, 
Activity, and amount of the budget.  The account should be a budgetary only 
account code. 


▪ Click “Process” and ensure that the “Budget Header Status” changes to 
“Posted.” 


o After the journal status says “Posted”, go to Commitment Control > Review Budget 
Activities > Budgets Overview to verify the budget amount is correct. 


o After reviewing, initial and date the contract, and put it in the filing tray. 


Contract Modifications in PeopleSoft 
• Date Change Mod 


o Look up project under Project Costing > Project Definitions > General Information, 
change end date, add mod info to description box (e.g. Mod #1-Ext date 12/31/18) 


o Click Project Activities hyperlink, change end date on activities 
o Go to Commitment Control > Budget Definitions, Find project number, change end date; 


Do this in both the KK ledger and Child ledger 
o Initial paperwork and put in tray for filing 


• Contract Amount Mod 
o Look up project under Project Costing > Project Definitions > General Information, add 


mod info to description box (e.g. Mod #1-Incr Amt to $50,000) 
o Look up project under Commitment Control > Review Budget Activities > Budgets 


Overview to verify the budget amount.  
o Go to Commitment Control > Budget Journals > Enter Budget Journals. After the journal 


status says ‘Posted’, go back to Budgets Overview in Commitment Control to verify the 
budget amount is correct. 


Closeouts/Deobligations in PeopleSoft 
o For closeouts, go to Commitment Control > Review Budget Activities > Budgets 


Overview to verify the budget and expense amounts are correct. Then go to Project 
Costing > Project Definitions > Status to close the project. Use the closeout date for the 
effective date and select ‘C’ status. 


o If a deobligation is needed, go to Commitment Control > Budget Journals > Enter Budget 
Journals to enter amount.  Do not close the project until the next day to prevent a PC 
interface error. 


Payroll 
• Payroll Corrections 


o After Icelyn finishes all payrolls, print After Allocation (Query: 
ODOC_QUERY_FOR_PAYROLL_ALLOC) spreadsheet 


o Look up set keys for each project 
o For each project, check to see that the grant has not ended and that there are sufficient 


funds on that grant; look for any charges to the Nalloc, Default, Leave, or Fringe projects 
because those need to be moved to the appropriate grant; notate which payroll charges 
need moved; e-mail that service area’s manager to verify where the time should be 
moved 


o Complete the funding entry spreadsheet with the correct payroll amounts 
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o Complete a spreadsheet for the payroll corrections listing each project needing 
corrections. If carryover is used with the OPER project, get an OH/NOH breakdown from 
Rhonda to move the necessary people on the correction. 


o Email spreadsheet to OMES for posting 
o If any projects are out of funds, close time and labor by selecting ‘T’ status in Project 


Costing. Email Icelyn to let her know it is closed for time and labor, include the effective 
date and reason it’s being closed (e.g. out of funds). 


o Run F&A process for the payroll correction the next business day after correction posted 


F&A 
• Update F&A rates in PeopleSoft 


o Update server, port, and node information on Connect Information tab in Excel to CI file 
o Update default effective date and F&A rate on Template tab 
o Update projects and activities on Data Input FULL tab 
o Click Stage Data for Submission on the Add-Ins tab in the top toolbar 
o Verify that information from the Data Input FULL tab pulled into the Staging & 


Submission tab 
o Click Submit Data on the Add-Ins tab in the top toolbar 
o Click Post Results on the Add-Ins tab in the top toolbar 
o Verify that each project’s status on the Data Input tab says ‘OK’ 
o If a status says ‘Error,’ research error and rerun or update manually in PeopleSoft by 


going to Grants > Awards > Project Activity 
o Search for each project, go to FA Rates tab, add new row under Institution and Funded 
o Select ‘MTDC’ in the FA Base field, enter the updated F&A rate and the effective date, 


and save 
o Run query ODOC_FA_RATES_01 to verify that the new rates are showing 


• Indirect/Overhead Entries in HP 
o On the sheets of indirect and overhead amounts, list the appropriate set key for each 


entry.  Different activities under the same grant can be combined using one set key. 
o Indirect 


▪ In the General Journal screen (1-1-7,) enter the appropriate set key, transaction 
date as EOM, document date as 0.  


▪ Go to Detail Screen, write the assigned batch number on the sheet, and enter 
the journal entry with credit accounts, 101060-Deferred, 101040-Grant 
Receivable, and 431010-Revenue, and debit accounts, 541030-Indirect, 211110-
Commitment, and 211140-Grants Unapplied. Update the record and enter 
“[month year] Indirect” in the comments. Repeat for each set key. 


o Overhead 
▪ In the General Journal screen, enter set key for the overhead books (for 


example, IEX for OH 18), enter transaction date as EOM, document date as 0, 
and the appropriate indirect set key for the grant.  


▪ Go to Detail Screen and enter the journal entry with credit account, 431010-
Revenue, and debit account, 101050-Receivable.  Update the record and enter 
“[month year] Overhead” in the comments. Repeat for each set key. 


o Give the amount sheets to the person with access to verify the entries 


• Payroll and indirect draw reconciliation 
o On Payroll and Indirect Draw Recon spreadsheet, list the total payroll and indirect 


amounts for each project that goes through billing 
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o Underneath each, list the separate draw amounts from the draw queries along with the 
date of the draw queries. Once all of payroll and indirect have gone through billing, 
make sure the difference between payroll and the draws is 0. If not, research why 
more/less came through on the draw query.  Start by checking billing limits. There is a 
separate column to add amounts for payroll corrections and their associated draw 
queries. 


Cash Recon 
• Every day run the Allot Budget and Cash report and the Summary of Receipts and 


Disbursements report in PS 


• Make a new tab in the ABC SRD Cash Reconciliation spreadsheet and list the totals from the 
report 


• Make sure there is enough cash to cover payroll. Research any differences between the two 
reports and insert comments noting what is causing the difference 


 


Grant Tracking 
• Update Grant Spreadsheets  


o Run the following HP reports for each program:  Daily Trial Balance (navigation:  5-3) 
Cash on Hand (5-4-9) and Set Key (3-14-11) 


o For each grant spreadsheet located in Stacie’s folder, update the Draws, Set Keys, 
Contracts, and ODOC Exp tabs. 


o Make sure the grant is not overspent or close to being overspent 


• Low Funds Report 
o Update grant tracking spreadsheets 
o On Low Funds Report spreadsheet, change the as of date and list all federal projects and 


activities that have $2,000 or less remaining in Admin funds 
o Email report to Rhonda 


• Send grant balances to Community Development 
o Run trial balances and set keys as of EOM 
o Update Community Development grant tracking spreadsheets 
o Email spreadsheet to Marshall, Annette, Alicia, and Rhonda H. and copy Stacie 


• Grant balances for Community Development budget meeting 
o Use balances from latest Grant Balance spreadsheet for that quarter to fill out the 


quarterly grant balance spreadsheet for the Community Development budget meeting 
o Add latest payroll and indirect totals if available 
o Send spreadsheet to Rhonda to include in meeting packet materials 


Misc. 
• Forward CAA and DHS funding lists to Jill 


• Post Deposits in HP 
o Make sure amounts match. In Cash Receipts screen (1-1-3,) enter set key, last four digits 


of deposit number, transaction date as the date on top of the form, document date as 0.  
Go to Detail Screen to enter journal entry with credit accounts, 101040-Grants 
Receivable and 431010-Revenue, and debit accounts, 101010-Cash and 211140-Grants 
Unapplied. Update record and write the batch number on the form. 


o Give the amount sheets to the person with access to verify the entries 


• Post Interest Income 
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o Print the pages for Funds 416, 426, and 455 in the Treasurer’s statements from the 
website, 
http://www.ok.gov/treasurer/Investments/Investments_Operations/OK_INVEST/index.
html 


o Look up each program in HP (5-5-8) to find that month’s invested cash balance.  Use 
those numbers to update the Interest Allocation tab in the Interest Allocation 
spreadsheet located at I:\AdminServ\Stacie\Interest.  Also update the interest amounts 
to make sure the numbers balance with the Treasurer’s statements.   


o Navigate to Accounts Receivable > Payments > Reports > AR Deposits in PeopleSoft to 
find the deposit number and date.  Update the first three tabs in the spreadsheet to 
reflect the correct transaction number and date.  Verify that the amounts and set keys 
are correct on the first three tabs.  After changing the information, print one copy each 
of the first three tabs and three copies of the fourth tab.   


o Attach the printed deposit sheet to the appropriate Treasurer statement and give to the 
person to enter deposits in HP.  Attach a copy of the Interest Allocation tab to each page 
of the Treasurer’s statement and file in the black filing cabinet. 


Troubleshooting 


Commitment Control 


• If a voucher has been paid but does not show in the expenses in Commitment Control, it 
probably needs re-budget checked. You can verify if this is the problem with a query 
(PJG_160_KK_ABC_VCHR). Send a helpdesk ticket to ask OMES to re-budget check. 


Budget Errors 


• Budget Date Out of Bounds – Go to Commitment Control > Define Control Budget > Budget 
Definitions to extend end dates on KK and Child ledgers 


• Budget Does Not Exist – Either budget has not been added yet or the funding is incorrect. Judy 
can’t do PO’s if the budget is not set up yet. 


• ALLOT – Rhonda can help with allotment budget issues 


Draws 


• If something does not come through billing, check the billing limit at Customer Contracts > 
Create and Amend > Gen Info. If there is an excess amount, there are OLT rows. Research to see 
if billing limit needs to be increased. If it does, click Amend Contract, enter new billing limit for 
that line, click Detail hyperlink, set status to Ready, click Process Amendment. 


Indirect 


• If indirect processes at an unexpected amount, verify that the correct rate is set up under Grants 
> Awards > Project Activity. If it’s correct, run ODOC_SFA_PROCESS_BY_DATE to find the process 
instance for that F&A. Use that number to run ODOC_SFA_RECON query to see the payroll 
amounts from which indirect processed. 


Project Teams 


• If someone is listed as a PI on the project team, go to Project Costing > Activity Definitions > 
General Info where one of the detail tabs will have a field with the empl ID. Remove that empl 
ID and save.  Then go back to the project team and add them as a Team Member instead of a PI. 
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Jill Croom 


Accountant III 
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Deposits 
• Depending on the fund is when you would create and process deposits. ESG, CDBG, and 


CDBGDR are two day draws, they will take two business days for funds to be received, enter 
deposit two business days from when draw done.  EDA is unknown, enter deposit next day.  
All other draws are one day deposits, enter them the next day. 


• Funds are received by the Treasurer’s Office and will be matched with the deposit number 
created in PeopleSoft.   


Creating Deposits in PeopleSoft  
• Navigate to Regular Deposit in PeopleSoft 


o Accounts Receivable, Payments, Online Payments, Regular deposit 


• Add a New Value – make sure Deposit Unit reads 16000 
o Click Add  


• Fill out as seen below 
o BatchCode – 61 
o Control Total Amount 
o Count – 1 
o Expected date (todays date) 


 
• Go to Payments Tab on top, fill out as below 


o Amount 
o Payment Method – Electronic Funds Transfer 
o Customer ID  


▪ CSBG/HS – 0000029308 
▪ CDBG/ESG – 0000021402 
▪ DOE/SEP – 0000028100 
▪ EDA – 0000021105 


o Payment ID – FEDERAL 
o Comments – MMDDYYCDBG (date drawn and program) 
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• Save and record Deposit ID listed on top of Page 
Notes: 
 
CDBG and ESG Deposits will come separately based on the Grant Year in IDIS.  They can be 
drawn all at one time but will need to be entered in PeopleSoft as separate deposits.  Anything 
with a Grant Year older than 2015 can be entered together.  2015 and beyond will need their 
own separate deposit for each year.  
 
Enter deposits before 10 AM, they are then reviewed by the Treasurer’s Office and approved if 
they can match with funds coming in.  Deposits are approved between 11am and 3pm, there is 
no set time. An email is sent when approvals are made.  If Deposits not approved by 2:30/3 
review deposit to make sure all entries were done correctly, if so, contact Treasurer.   


 
Deposit Cover Sheets 


• Deposit cover sheets can be found in the I: drive under Deposits Federal Folder 
o A new folder will be created for every FY in Deposit folder, each Program has its 


own deposit sheet 
o Date for today, change Request # to draw date 
o Enter amounts based on Fund and Program year on Draw Query 


▪ Every Fund (405, 400, and 412) has its own form, enter amounts on correct 
deposit sheet for fund listed on query and next to correct Program year and 
set key.   


o Verify that reference amount on each sheet matches total drawn amount 
o Print and attach each sheet to Draw Query and Draw print out 


 
Batching Deposits 
 After deposits are approved, they will need to be batched in order to post to PeopleSoft 
  


• Navigate to Create Worksheet in PeopleSoft 
o Accounts Receivable, Payments, Apply Payments, Create Worksheet 


• Click Search and all available deposits will pop up  


• Find deposit number approved and choose it 
o Click build towards bottom of screen 
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• Navigate to end of invoice numbers and find the correlating invoice numbers on the draw 
query, select correct numbers until the invoices selected adds up to total amount of deposit 


o Hit save then choose Worksheet Action on bottom of page 


 
• Change Posting Action to Batch Standard and hit OK 
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Instructions: Drawing Federal Funds 
Prior to running FCR billing processes, run the “Process as Incurred Billing” (Step 4 below) the first thing in the morning to 
determine if there are any VLPAY, INDIR or GL bill rows. The Project Type will need to be identified as ADMIN for Non-ARRA 
and ARRA for 490. If an Interface ID number is found during this morning process then payroll, indirect or GL bill rows are 
present so proceed to step #5 below.  This additional process at the beginning of each morning will ensure that FCR bill rows 
are separated from GL, Payroll and Indirect bill rows causing separate GM-Invoices to be created for the payroll processes.   


AP Accountant creates federal vouchers and forwards the PSoft vouchers created to Billing Accountant.  
Billing Accountant reviews the AP vouchers created by AP Accountant to ensure they agree with the vouchers from 
the Step #1 query to spot any errors prior to Step #2(Staging) and Step #3 (Loading).  


 


PROCESS TO BILL AND DRAW FEDERAL FUNDS   
1. REPORTING TOOLS → QUERY → QUERY VIEWER → Run 


“ODOC_PC_FCR_EXT_FROM_VCHRS_02”   
Schedule process and selecting as - Type: Web and Format: XLS 


Spreadsheet Upload to Excel and Changing to CSV 


a. Save as an Excel file to S drive under “FCR Upload” folder.  Currently we are saving as: 


160_comb_020613xls 


b. Delete the top rows 


c. Change the Interface ID in Column B and copy down (1600XXXX).    ____________         


d. Number the lines sequentially in the “Line” column (Column C). 


e. Save as a CSV file.  Click “yes.” [Save as CSV (MS-DOS)]  


f. Close the spreadsheet.  Click “no.” 


Note: If you wish to view the CSV file, open it with Notepad to preserve the formatting. If 


changes need to be made, go back to the Excel file, update the change and resave as the CSV 


file.  


 


2. PROJECT COSTING → THIRD PARTY INTEGRATION → AGENCY STAGE TRANSACTIONS (OCP0631J) 


Staging Table 


a. Select run control ID   


b. If there is an Attached File, it will have to be deleted.  Then click the Add button and 


then the Browse button.  You will need the CSV file you just saved on the S: drive.  Select 


Upload.  


c. Click Run, then OK.  Check Process Monitor for a status of Success. 


d. Review Transaction Detail after success by Interface ID # to ensure the correct number 


of rows were staged.  


 


3. PROJECT COSTING → THIRD PARTY INTEGRATION → LOAD TRANSACTIONS (PC_INTFEDIT) 


This will cause it to load into the Project Resource Tables.  


a. Select the Run Control 


Run Control Options: By Business Unit  


b. Application Options: Interface Run Option = Edit and Load Interface Option = Range 


(Change the Interface ID in the from and to fields to the Interface ID that was used in 


Step #1 above  


Use the next number sequence formatted as 1600XXXX.  
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c. Click Run, then OK.  Check Process Monitor for a status of Success. 


d. Review Transaction Detail after success by Interface ID # to ensure all the rows are no 


longer present. 


 


Run query “DOC_PROJ_TYPE_TO_BILL_V1” prior to Step #4. This will let you know what is ready 


to bill.  


 If “P” status, then ready to bill. If “W” status, then it has gone to billing and is waiting for billing 


to notify Project Costing that billing is complete.  


 


4. CUSTOMER CONTRACTS → SCHEDULE AND PROCESS BILLING → PROCESS AS INCURRED BILLING 


(CA_BI_INTFC) 


Becomes billing row in Billing Interface Tables 


a. Run Control ID  


b. Under Project Options, select Project Type.  


• Early morning payroll process: Select “ARRA” for ARRA Admin  


                                                                      Select “ADMIN” for Non-ARRA Admin 


• Later morning process for FCR vouchers:  


                Leave blank for both Sub-Recipient contracts and Administrative vouchers to 


process.  


• Special billing processes 


Choose SBCON or SBARA for ARRA or Non-ARRA Sub-Recipient Contracts 


Choose ARRA or ADMIN for administrative FCR vouchers 


c. Under Billing Options, change the Invoice Date to today’s date. The event date will fill in 


auto.  


d. Click Run, then OK.  Click on Process Monitor, then Details, then Message Log.  Scroll 


down to the bottom of the Message Log and note the Interface ID number (XXXX); 


you’ll need this number for the next step. Early Morning:  ARRA _________   ADMIN 


_________       Later: Combined  ___________  


5. BILLING → INTERFACE TRANSACTIONS → PROCESS BILLING INTERFACE (BIIF0001) 


a. Run Control ID  


b. Input the (XXXX) Interface ID number from the Message Log in the From Interface ID 


field in Step 4. 


Click Run.  Check box next to Billing Interface, then OK.  Check Process Monitor for a status of 
Success. 
 


6. REPORTING TOOLS → QUERY → QUERY VIEWER → Run ODOC_CASH_DRAW_QUERY_V5.  


a. Save as Excel as Unsorted and then Sorted in the following format: “MMDDYY Unsorted 


FCR or VLPAY” 


b. Sort and Sum as needed according to draw sources and programs. 
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c. Use GM Invoice numbers from DQ for Step #7.  From GM - ________ To GM -  


__________     


7. BILLING → MAINTAIN BILLS → CHANGE STATUS OF BILLS (BIIVCSTS) 


a. Run Control ID  


b. From Status of New to a Status of Ready and include the GM Invoice Numbers from Step 


#6.  


c. Click Run, then OK.  Check Message Log in Process Monitor to ensure it was run 


successfully. 


8. BILLING → GENERATE INVOICES → NON-CONSOLIDATED → FINALIZE AND PRINT INVOICES 


(BIJOB01) 


a. Run Control ID  


b. Input the GM Invoice Numbers from Step #6.  


c. Check the icon to the right of “Run” and confirm the invoices are in a “Ready” status.  


d. Click Run.  Check box next to Finalization & Print, Type: Web Format: PDF then OK.  


Check Message Log in Report Manager to ensure it was run successfully.   


After the billing processes are complete for the day:  


• Create deposit sheet for HP Allotment and FD Entry.  


• Draw federal Funds 
Each morning: 


• Create deposits in PSoft from the prior day billing processes so OST can approve deposit. 
Annotate deposit with deposit number.  


• After OST approves the deposits by e-mail, select the Batch Standard process and annotate BS 
on deposit so all will know the deposit is complete and should be posted overnight and cash 
available for sending claims to OSF for payment.  


• Enter deposit(s) and then voucher(s) in Allotment Cash and print HP claims for Stacie’s signature 
after cash has posted for a deposit.  


 
 
Exceptions:  


• Pending Contracts 
Run pricing for specific Project and then resume at Step #4 to push it through to the DQ.  


• Billing Limits Increased  
After billing limits are increased, begin at Step #4 and complete the billing processes.  


• Project missing Project Type  
After Project Type is added, begin at Step #4 and complete the billing processes.  


• Activity not attached to a Contract 
Run pricing for specific Contract and resume Step #4 in billing to push it through to the DQ.  


• Voucher manually pushed when there are unresolved OLT billing issues: 
Begin at Step #4 and vouchers should be picked up without running Pricing.  


• Contract set up for Project with incorrect Activity: 
Correct activity and run pricing and then resume Step #4.  


• Negative Advance Payment Request 


• Contract with no billing limits 
After billing limits are added, begin at Step #3 and complete the billing processes. 
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Drawing Federal Funds 
After billing is ran the draw queries will be separated into the different programs that are needing to be 


drawn: 


• CDBG and ESG will be drawn from IDIS 


• CDBGDR will be drawn from DRGR (same log in different profile) 


o CDBG, ESG and CDBGDR will all have to go to Allison for approval, place draw in 


folder and give to Allison or Stacie if Allison is gone. 


• DOE, SEP and EDA will be drawn from ASAP (EDA draw will be given by Stacie) 


• CSBG and HS will be drawn from PMS 


 


CDBG and ESG Draws 
• Sign into IDIS (choose IDIS profile) 


 
• Click Funding/Drawdown on top ribbon 


 


 
• Click Create Voucher on right hand side of screen 


• Insert Activity numbers listed on Draw Query, each activity needs to be in a separate box 


o CDBG and ESG will need to be drawn separately 
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• Enter amounts on draw query for each of the activities listed 


 
• Verify amounts and that total amount drawn matches Query, click generate voucher  


 
• Print finalized draw screen and attach the Query 
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CDBGDR Draws 
• Sign into IDIS/DRGR  


• Sign into DRGR using same credentials for IDIS 


• Choose which grant you would like to draw from.  


 
• Click the triangle next to the dollar sign.  Choose Create Voucher 


 
• In middle of page choose Add More Activities button 
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• Click search  


• Find activity associated with contract # drawing for 


• Refer to excel spread sheet sent from Community Development which should have contract 


numbers and which Activity and Round it is associated with. 


•  Check box next to activity under Select Program Funds column  


o Once all activities for draw are checked, click on Add Selected Activities to Voucher 


button at bottom of page 


 
• Verify you have all needed activities with correct Round (R12, R9 etc.) click continue 


• Enter amounts for each activity and choose Submit Voucher at bottom of page 
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• Verify amounts and click Confirm Voucher.  Print voucher and place draw in folder and give 


to Allison or Stacie for approval. 
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DOE, SEP and EDA Draws 
• Sign into ASAP 


• On top ribbon hover over Payment Requests and Choose Initiate Payment Request from 


drop down menu 


 
 


• Fill out step 1; Payment Request Type is Summary for DOE and SEP, Individual for EDA.  


Payment method is always ACH, Settlement Date is next business day, and Requestor Ref 


Number is todays date and program drawing. 


 
 


• Choose Region (1320001 for EDA, 8900000104 for DOE and SEP) 
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• Refer to account ID on Draw query to make sure you are drawing from correct account


 
 


• Click continue button and review amounts and accounts, submit and print confirmation and 


attach to draw query (step 4) 


 


CSBG, DOL and HS Draws 
• Log on to PMS, on first screen choose Enter Payment Management System button 


• On right side of screen choose Payment, then Request for Payment 


• Account number for CSBG is V741B, DOL is B6498B1 for HS it is 0A02P, type account number 


and click Account button 


 


 


114







 


• Update and information necessary and enter Payment date as next business day, amount 


you are drawing, 0 for Cash on Hand, then re-enter total amount drawing.  Click Continue 


button 
 


 


 
 


 


 


 


 


 


 


 


• Choose which Sub Accounts to draw from according to Draw Query, click on SubAmount 


button 
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• Enter corresponding amounts and click Request_Payment Button


 
• Print Draw and attach to Draw Query 
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Federal Payment Requests 
 


• Log in to OKGrants 


 


• Click on My Tasks 


 


• If the Document Type is ODOC Advance, click on the document Name.  This will take you to the 


request for payment. 


• Click on View Forms and then Request for Payment. 


• Confirm the Contract, Grantee, remaining balance, and that the request falls within the contract 


period with HP Allotment. 


• Type in the set key in the Comments Form (ODOC Only) section.   


• Click on View Status Options 


 


 


• Click Apply Status to the appropriate status option 
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• The In Review status would be selected if changes needed to be made and the Advance 


Approved status would be selected if the request meets all the requirements and is available to 


process further. 
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Running a Load File in OK Grants 
 


To run the report in OK Grants, follow the below steps. 


1. Log in to OK Grants with the role that has permission to run the load report. 


2. Under My Reports, select the PeopleSoft load report. 


3. Once the report is selected, the user will see the following screen. 


4. The user will select Send/Receive in the upper right-hand corner and select View Activity 


Log to retrieve the file.  


 


5. Select View to retrieve the load file. The most recent load report will always be at the 


top of the list. 
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6. Click for file download options and Save it.  The file name can be up 128 characters. 


NOTE: To view the data, open in Notepad, Textpad, etc. If the file is opened and saved 


prior to loading into PeopleSoft, the formatting will change, and your file will not run 


properly.  


 


7. When a file is successfully created, the records in the file will be displayed in Contents. 


NOTE: If records are missing, review the status of the record. Only records in a certain 


status will be included in the load report. Zero-dollar transactions will not be passed to 


PeopleSoft. Negative amounts can be included in a report.  


 


 


 


 


 


Loading a File to the Voucher Staging Tables   


1. Log into PeopleSoft.  


2. Select the following, CORE Interfaces > Inbound > Voucher File Load  
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3. Enter a Run Control ID.  


a. If the user is new, select Add a New Value tab  


b. Add a New Value page appears  


c. Enter run control ID. The Run Control ID you set up can include up to 30 


characters.  


d. Select Add a New Value page  


4. On the Find an Existing Value page, enter the previously created Run Control ID. It 


should appear in the search results.  


5. Once the correct Run ID has been selected, select CORE Interfaces > Inbound > Load 


Voucher from Remote (747).  


6. The language in the Message section provides instructions on the steps to load a file. 


7. Use File Layout Used OCP0747_R00_LAYOUT1.


 
8. Select ADD. 


9. On the following screen, select Browse to find the file to upload. 


10. Select the file and Open. 
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11. The file will populate in the field.  Select Upload.  The file name will appear. 


 
12. Select the Run Button in the upper right-hand corner. 


 
13. The Process Scheduler Request page will appear.  


14. Select Edit Voucher load file. Leave Type and Format None. 


15. Select OK to return to the main screen. 


16. Select Process Monitor.  The status of the file can be viewed under Run Status.  Select 


Refresh to update the Run Status. 
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17. To view current load, select the Blue link under Process Name. 


 
18. Select the file with AP2 in the name to review errors. 


 
19. Select View Log/Trace. 
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20. View the VCHR Exceptions and VCHR PO Exception spreadsheets for errors.  Note:  If 


there is an error with any record, the file will not load. 


 
21. Navigate back to the Voucher File Load link.  From the ViewLog/Trace, select 


Return>OK>Return>Go back to Voucher File Load 


22. Review the message. 


23. Select Run.  Select Edit/Load Vouchers with BJ in the process name.  The settings should 


be set to the same as Edit Vouchers.  Select OK.  The main screen will appear. 


 
24. Select Process Monitor.  The status of the file can be viewed under Run Status.  Select 


Refresh to update the Run Status. 


25. Follow the same steps as with the Edit voucher. 


a. Select the blue link under Process name for the Instance to review. 
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b. Select the record with AP2. 


 
c. Select View Log/Trace. 
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26. View the VCHR Exceptions and VCHR PO Exception spreadsheets for errors.  Note:  If 


there is an error with any record, the file will not load. 


 
27. If errors have occurred, correct the errors in OKGrants, rerun the PeopleSoft load report 


and begin the process again.  Delete the file with errors prior to rerunning. 


28. Once all errors have been eliminated, build the voucher. 


29. In Voucher Build select Custom Interfaces. 
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Update of OK GRANTS after completion of payment 


1. After the file has been successfully loaded, processed and paid a return file will be 


generated and populated on the PeopleSoft Transaction Form in OK Grants. The status 


will change in OK Grants to denote that it has been paid. 
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Use of Program Income 
Look up ED or CD invested cash balance to determine if invested cash balance can be used (1-8-8).  If 


enough invested cash, look at OK Grants Executed Applications to ensure the Class Fund is 45500. If it is 


40500, change to 45500.  


1.  IDIS Spreadsheet 


  Input data and print copy to be placed in folder, spreadsheet is in S: Drive under HUD program income 


2.  Fund in Allotment 


Screen 3 > 4 


  Find Fund 455 


Screen 2 (Create Allotment Deposit) 


  Enter Deposit # from the IDIS Spreadsheet (example 20130019) 


  Enter todays date 


  Enter Description:  Contractor Name, Contract #, Request # 


  Enter amount from IDIS Spreadsheet 


  Enter "UR" 


Screen 3 > F8 > E (Transfers) 


  Enter todays date 


  Enter 455 set key (Example: QDW for CDBG 16/FY17, QIR for ED 87/FY 17) 


  Enter amount 


  Enter Description:  Deposit # from above 


  Enter "U" 


Write allotment deposit # and transfer # on payment request 


Make 2 copies (original goes to whomever is running OKGrants, 1 copy with draw to Allison, and 1 copy 


w/ IDIS Spreadsheet) 


Fund a line in contract for 455 on the Requisition 


3.  Log into IDIS 


Go to Funding/Drawdown, click "Search" under Receipt 


  From the IDIS Spreadsheet, Enter Current FY Receipt # (For example, FY 17 = 5198162) 


  Select "Edit" 


  Adjust Amount to add amount requested from contractor 
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  Click "Save" 


Go to Activity Funding under Funding/Drawdown and search for Activity # from request 


  Select "Add-Edit" for Fund Type "SF" enter amnt of request and reduce the EN Fund Type by the same 


amount so the amount funded does not exceed the contract.  


  Click "Save" 


Go to Create Voucher 


  Enter Activity # from request  


  Click "Continue" 


  Enter amount from request using the SF funding line on the voucher 


  Click "Confirm Voucher" 


  Select Submission Date 


  Click "Generate Voucher" 


  Print screen 


4.  Record Journal Entry 


Screen 1 > 1> 7 


  Enter set key from transfer 


  Enter transaction date (today's date) 


  Enter "u;8" 


 


 


Journal Entries:  


CD Invested Cash  


For CD 96 Contract with Invested Cash Balance (use current CD 96 set key) 


 Journal Entry  DR  CR 


101012-0000    XXXX  CD 96 


101010-0000  XXXX    CD 96 


 To Un-invest cash for CD 96 for (Payment Request #) 


For CDBG Contract using CD Invested Cash funds for Payment Request 


(use current CD 96 set key) 
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101012-0000    XXXX  CD 96 


101010-0000  XXXX    CD 96 


101010-0000    XXXX  CD 96 


431042-0000  XXXX    CD 96 


To Un-Invest Cash from CD 96 and move to CDBG/YR for (Payment Request #) 


(use current 455 set key set up for CDBG XX) 


101010-0000  XXXX    CDBG XX 


431042-0000    XXXX  CDBG XX 


To record Cash moved from CD 96 to CDBG XX for (Payment Request #)  


ED Invested Cash 


For ED 87 Contract with Invested Cash Balance (use current ED 86 set key) 


 Journal Entry  DR  CR 


101012-0000    XXXX  ED 87 


101010-0000  XXXX    ED 87 


 To Un-invest cash for ED 87 for (Payment Request #) 


 


For CDBG Contract using ED Invested Cash funds for Payment Request 


(use current ED 87 set key) 


101012-0000    XXXX  ED 87 


101010-0000  XXXX    ED 87 


101010-0000    XXXX  ED 87 


431040-0000  XXXX    ED 87 


To Un-Invest Cash from ED 87 and move to CDBG/YR for (Payment Request #) 


(use current 455 set key set up for CDBG XX) 


101010-0000  XXXX    CDBG XX 


431040-0000    XXXX  CDBG XX 


To record Cash moved from ED 87 for (Payment Request #) 
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Sharmin Rahman 


Auditor I 
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Maintain Cash Disbursement Journal 
 


NAVIGATION 


 In HP: 


 01 Fiscal Operations Menu 


 01 General Ledger Submenu 


 04 Cash Disbursements 


 


DESCRIPTION 


Enter the Set Key in Field 01, “C” and the claim number in field 03, the Requisition number in field 05, 


and the date the claim was sent to OMES in field 06.   


Note:  If the batch date is outside the contract period, a warning message will appear at the 


bottom of the screen: 
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 The following entries are made into the Disbursement Journal: 


1) Grantee Claims 


Debit:  Grantee Commitment 


Credit:  Cash 


 


2) Purchase Request/Invoice Claims 


Debit:  Expense (applicable account) 


Commitment/ODOC Admin 


Credit:  Cash 


Deferred Charges/ODOC Admin 


 


3) Travel Claims 


Debit:  Travel 


Commitment/ODOC Admin 


Credit:  Cash 


Deferred Charges/ODOC Admin 


 


4) Payroll Claims 


Debit:  Salaries/Fringe 


Commitment/ODOC Admin 


Credit:  Cash 


Deferred Charges/ODOC Admin 


 


Forward claim/voucher package, with batch number and date of entry noted to Allison for verifying and 


posting. 


 


Allison initials document and all claim/voucher packages (except payroll) are placed in the Pending Claim 


File. 


The payroll spreadsheet is filed in the Misc. Accounting Entries folder in the Central Files.   
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Closeout Procedures 
Receive an email notification in your Outlook inbox that a closeout is in Accounting Review in OKGrants.  


The email will contain the document name.   


Log on to OKGrants 


 The login screen is at https://grants.ok.gov/login2.aspx?APPTHEME=OKOSF_ODOC 


Click on OPEN MY TASKS Under My Tasks on the OKGrants home screen. 


Find the Document Name from the email.  It will have a status of Closeout Accounting Review.  Click on 


the Document Name to navigate to the ODOC Application Menu. 


Click on VIEW FORMS under View, Edit and Complete Forms. 


Scroll down to the Closeout section on the Forms Screen.  You will click on Closeout Certification Page or 


One-page Closeout depending on which type of closeout was approved.   


This will take you to the detailed Closeout Certification Page or One-page Closeout where you will click 


on the PRINT VERSION box at the top of the page and print the document.  If the program year and 


contract number are not displayed on the closeout form, you can find these numbers by navigating back 


to the Forms Menu.  Click on the ODOC #’S (ODOC ONLY) link in the Application section and notate the 


information on the top of the printed copy of closeout. 


You will need to run a Daily Subsidiary Ledger from HP FD Reports to compare contract activity.  From 


the HP 3000 home screen, navigate as follows: 


5 (Report Functions) 


ENTER 


3 (Sub-Set Report Selection) You will have to enter your password if this is your first time to run reports 


from the time you logged in. 


ENTER 


The cursor will be in the Program field so type the program (e.g., CDBG) 


ENTER 


Type the 2- digit program year (e.g., 17) 


ENTER 


Type the contract number 


ENTER 


The Contractor number and name will populate field 3.  Type // and ENTER to move the cursor back to 


the action field.  Type UR. 


ENTER 
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ENTER to number 12 Daily Subsidiary Ledger.  Type Y then ENTER or // to get to the action field at the 


top of the screen. 


Type “go” 


ENTER 


The report will print on the HP greenbar printer in Operational Logistics.  


Compare the printed closeout from OKGrants to the Daily Subsidiary Ledger from HP.  I. A. Total cash 


received under the contract should match cumulative cash advances on the subsidiary ledger.  I.B. Total 


accrued Expenditures should match cumulative expenses on the subsidiary ledger.  If there is any cash 


on hand to be refunded to ODOC that will be reflected on I.C and should either be in the process of 


being sent to ODOC or already received and reflected on the subsidiary ledger.   


NOTE:  The closeout cannot be approved until any cash on hand refund has been fully processed.   


If OKGrants and HP amounts agree, navigate to the ODOC Application Menu and click on VIEW STATUS 


OPTIONS under Change the Status.  Click on APPLY STATUS under Grant Closed.  An email confirming the 


contract was closed will be sent.  Attach this email to the printed closeout.  Initial and date page one of 


the closeout.  If the full amount of the contract was not spent and there is an amount to de-obligate, 


write this amount on the front of the closeout. 


If the amounts do not agree between OKGrants and HP, Click on Modification Comments in the Closeout 


section of the Forms page and write a note indicating any corrections that need to be made and click 


SAVE. Navigate to the ODOC Application Menu and click on VIEW STATUS OPTIONS under Change the 


Status.  Click on APPLY STATUS under Closeout Report in Review. 


CLOSING OUT THE CONTRACT IN HP 


Allotment 


From the HP3000 Home Page, navigate to 03 (Allotment System) then 11 (Pass-Thru Contracts).  Type F 


in the Action field at the top of the screen.  The cursor will appear in field 12 ODOC Pass thru Contract #.  


Type the contract number from the closeout.  ENTER.   


If the entire contract was expended, the amounts in the TOTAL, FUNDED, and PAID fields will be equal.  


Type 11 in the Action field to go to 11 Pymt Complete.  Type the date you approved the closeout.  ENTER 


key. Type CLOSEOUT. ENTER key. 


If the TOTAL, FUNDED, and PAID amounts are not equal because the contract will be de-obligated you 


will not be able to enter a date in 11 Pymt Complete until the amounts are all the same.  The message 


“Total cost must equal total funded prior to completion of Req” will appear at the bottom of the screen 


when you type the date and ENTER.  Navigate to 15 Detail Funding and find the item number that has a 


Total Cost that does not match the Funded and Paid amounts.  Reduce this number to the Funded and 


Paid amounts.   Navigate back to the PTHEADER screen.  Type 11 in the Action field to go to 11 Pymt 


Complete.  Type the date you approved the closeout.  ENTER key. Type CLOSEOUT. ENTER key.  Write 


the set key under the de-obligated amount on the front of the closeout certification page.  This will be 


used when entering the FD batch to reduce the obligation. 
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Contract Tracking System 


From the HP3000 Home Page, navigate to 02 (Contract Tracking System) then 01 (Contract Tracking). 


If the end date of the contract is later than the closeout date, navigate to 02 Active contracts.  Find the 


contract by entering F in the Action field, then enter.  The cursor will appear in 01 Contract # field where 


you will type the contract number, then ENTER key.   Type the date the closeout was approved in field 


12 CLOSEOUT ACCEPTED.  If the contract needs to be de-obligated reduce the amount in field 08 


FEDERAL or 09 STATE to match the closeout amount.  Navigate to field 14 LAST CHANGE and type 


“CLOSEOUT ACCEPTED.”  If the contract was de-obligated, include the amount of the de-obligation. 


If the end date of the contract is before the closeout date, navigate to 03 Inactive contracts.  Find the 


contract by entering F in the Action field, then enter.  The cursor will appear in 01 Contract # field where 


you will type the contract number, then ENTER key.   Type the date the closeout was approved in field 


12 CLOSEOUT ACCEPTED.  If the contract needs to be de-obligated reduce the amount in field 08 


FEDERAL or 09 STATE to match the closeout amount.  Navigate to field 15 LAST CHANGE and type 


“CLOSEOUT ACCEPTED.”  If the contract was de-obligated, include the amount of the de-obligation. 


Budget Maintenance 


The budget will need to be adjusted if the contract was de-obligated. 


From the HP3000 Home Page, navigate to 01 (Fiscal Operations Menu) then 04 (Budget Maintenance). 


Type the Program (e.g., CDBG), then ENTER key. 


Type the Year (e.g., 17), then ENTER key. 


The Budget Entry fields will appear.  Type F in the Action field and then the ENTER key.  Hit ENTER until 


the cursor is in the Contract field.  Type the contract number and hit ENTER.   


Change the Budget Amt for Activity Code SUBGRANTEE EXPENSES to the amount that was expensed on 


the Closeout Certification page on OKGrants.   


Routing 


If the contract needs to be de-obligated, forward the Closeout Certification pages, the confirmation 


email, and the Daily Subsidiary Leger to the accountant that creates the batches in HP FD.  This is 


currently Jill Croom.  After the batch has been created, it is verified and posted by Allison Bixler. 


 Batches for de-obligating a contract: 


 STATE 


  213111-0000 (Grantee Commitment) xxxx 


   103061-0000 (Deferred Charges/Grantees) xxxx 


 FEDERAL 


  211111-0000 (Grantee Commitment) xxxx 


   101061-0000 (Deferred Charges/Grantees) xxxx 
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The closeout package will be returned to you after the batch has been verified.  Once the batch has 


been posted, re-run the Daily Subsidiary Ledger.  The Obligation amount should now match the total 


amount advanced and the total amount expended and there will be no remaining balance on the 


contract.  


Staple the Closeout Certification pages, the confirmation email from OKGrants, and the Daily Subsidiary 


Ledger together.  


Forward all documents to the Grant Accountant.  This is currently Amanda Campbell. 


Funds Returned After Closeout 
Situations will arise where cash on hand, disallowed costs, or a monitoring disallowance may be 


discovered after the closeout is accepted and processed.  Community Development Services will push 


the closeout back from Grant Closed to an open status in OKGrants so that the contractor may re-submit 


the closeout with the appropriate changes.  A negative pay request and a negative expenditure report 


will be initiated in OKGrants as well.  The revised closeout will then follow the procedures described 


above. 
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Managing Program Income for CDBGDR 
Circumstances may arise where subrecipients who have received CDBGDR funds will need to return 


program income earned to ODOC.  The funds will be deposited to the Agency’s clearing account.  A 


determination will be made on which class fund the funds need to be transferred to based on the next 


CDBGDR expenditures to be disbursed.   


 


PeopleSoft Deposit Transfer 
 


Transfer the funds from the clearing account to the appropriate fund by using the following navigation: 


Accounts Receivable → Payments → Online Payments → Deposit Transfers 


 


 


Complete the lines on the Payment Misc Dst tab.  The amount on the clearing account revenue line will 


be positive and the amount on the CDBGDR revenue line will be negative. Click Save.  A deposit number 


will be assigned. 
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Finalize the deposit by clicking on the lightning bolt to create the cash lines then budget check the 


deposit.  A budget status of Valid should appear when the process has completed.   


 


Depositing Funds in HP 
 


Allotment Deposit Entry 


From the HP3000 home screen, navigate to 03 Allotment System, then 04 Fund – Cash Management and 


type F.  Type the 3 digit fund number and create the deposit in 02 Fundtotdeposits.  Transfer the fund to 


a set key in 03 Transfers. 


 


FD Deposit Entry 


From the HP3000 home screen, navigate to 01 Fiscal Operations Menu, 01 General Ledger Submenu, 


and 04 Cash Disbursements.  Create the batch using the following account entry: 


 101010-0000 (Cash) xxxx 


  431040-0000 (Income From Program Source) xxxx 


 


DRGR Procedures for Managing Program Income (From DRGR User Manual) 
 


5.2.5 Managing Program Income 


If a grantee generates Program Income (PI), they must track program income sources and uses in DRGR. 
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Grantees should consult with their CPD Representative regarding what constitutes “Program Income” 


and if certain thresholds exist for reporting purposes (i.e. if cumulative annual receipts are less than 


$25,000, the grantee may not be required to report Program Income). 


 


Program Income is managed in DRGR by: 


➢ DRGR users with Request Drawdown or Approve Drawdown roles. 
➢ Budgeting Program Income at the Action Plan, Project, and Activity Level (See Section 4 of DRGR 


User Manual: ActionPlan for more information); 
➢ Creating Program Income Receipts (typically against the activity that generated the PI) – see 


Section 5.2.5.1 for more information); 


➢ Drawing Program Income on Vouchers (against the activity that expended the PI) – see Section 
5.2.3 for more information; and 


➢ Optional: Creating Program Income Accounts and RLF Accounts see Section 5.2.5.4. 
 


5.2.5.1 Procedure: Creating Receipts 


 


In general, Program Income is usually receipted against the activity that generated it. All Program 


Income receipts must be entered into DRGR, including when: 


➢ The grantee or any subgrantees or subrecipients generate program income; and 
➢ Subrecipients or subgrantees are allowed to retain program income generated and offset future 
program funds reimbursement requests. For example, if a subrecipient generated $10,000 of 


Program Income, and has eligible expenditures totaling $50,000, the subrecipient would submit 


a reimbursement request for $40,000 of Program Funds. In this scenario, the grantee must 


create a PI Receipt for $10,000, and create a Voucher with two line items: one line item to draw 


$10,000 in Program Income, and another line item to draw the $40,000 in Program Funds. 


 


To Create a PI Receipt: 


 


1. Following login and acceptance of the “Disclaimer,” click the <Drawdown> link in the navigation bar. 


2. Click the <Create Receipt> link in the left navigation column. 


➢ The “Create Receipt” screen is displayed. 
3. Select the ‘Grant Number’. The screen will refresh and the Activity dropdown menu activates. 
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4. Select the ‘Activity Number’ that generated the program income. 


5. Enter a ‘Receipt #’. 


6. Enter the ‘Amount’ of the Program Income that was generated. 


7. Enter the ‘Receipt Date’. 


Note: the receipt date defaults to today’s date. Any date prior to today’s date will create an 


automatically-generated email to the grantee’s CPD Representative. 


8. Optional but Recommended: Enter a comment (i.e. Sold 123 Main St. for $100,000) for tracking and 


recordkeeping purposes. 


9. The Receipt Status defaults to Open. 


➢ Grantees can change the status to ‘Cancelled’ after the receipt is created (see Section 5.2.5.2). 
10. Click <Save Receipt>. 


➢ This action saves the receipt and opens the “Search/Edit Receipt Page”. 
 


Note: in addition to the procedure described above, grantees can use DRGR upload functionality to 


create a PI Receipt. For more information see Section 9 – Data Uploads. 


 


5.2.5.2 Procedure: Search and Edit Receipts 


To search for a receipt, follow the steps below: 


1. Following login and acceptance of the “Disclaimer,” click <Drawdown> link in the navigation bar. 


2. Click <Search/Edit Receipts> link in the left navigation. 


➢ This action opens the “Search for Receipts” screen 
3. Enter one or more search criteria (Grant #, Activity #, Program Income Account Name, Grantee 


Receipt #, Project #, Earliest Receipt Date and Receipt Status), or leave search fields blank. 


4. Click <Search>. 


➢ This action causes the “Search for Receipts” screen to refresh with the search results 
appearing in a table below. If more than ten results match the search criteria, 


the first ten results are listed. Additional results can be viewed by clicking a page link below 


the table. 


➢ Each table row is a Program Income receipt. The grantee receipt number for the associated 
voucher appears in the first table column. The receipt’s program income account appears 


as a separate column in the table. 
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5. To edit a receipt, click the <Edit> link on the right of the screen next to the PI receipt. 


➢ This action opens the “Edit Receipt Screen”. 
➢ The grantee can edit every field on this screen. However, certain rules will prevent the user 


from saving the edits. For example, a grantee cannot reduce or cancel the receipt if some or 


all of the Program Income has been drawn on a voucher. 


6. To save edits click the <Save Receipt> button. DRGR will return the user to the “Search/Edit Receipt 


Page”. 


 


5.2.5.3 Procedure: Associating Receipts 


Associating receipts is an optional DRGR function and is used for limited purposes. 


 


Grantees can associate two or more PI receipts for tracking purposes. Associating receipts is typically 


performed when one PI receipt is split among two or more activities in separate Program Income 


Accounts (see Section 5.2.5.4 for more information about PI Accounts). 


 


One situation that would lend itself to associating PI receipts is when a subrecipient is allowed to retain 


90% of Program Income generated, with the remaining 10% being used for the Grantee’s Administrative 


purposes. In this example, a PI receipt for 90% of the funds would be created for the activity that 


generated Program Income and a receipt for 10% of the PI funds would be created for the Grantee 


administration activity. The two receipts would then be ‘associated’, using the process described below. 


1. Follow steps 1-5 in Section 5.2.5.2 to search for a PI receipt to associate. 


➢ The conclusion of these steps will open the “Edit Receipt” page. 
2. Click the <Associate New> button 


➢ This action opens the “Search/Associate Receipts” page. 
3. Users search for Receipts using one or more search criteria, or by leaving the search fields blank. 


➢ This action will show search results on the “Associate Receipts” page where users can select 
one or more PI receipts to associate with the receipt being edited. 


4. After selection of the receipts to associate using the checkboxes on the left side of the receipts, 


select the <Save Association> button. 


➢ This action opens the “Edit Receipt” page with a message confirming the 
association and the associated receipts displayed. 
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➢ The associated receipts will also be shown on the “View Receipt” page, which 
is accessed using steps 1-4 in Section 5.2.5.2 and selecting the <View> link. 


5. Associated receipts may be ‘deassociated’ by selecting the receipts using the checkboxes and 


clicking the <Deassociate Selected> button; additional receipts may be associated using the 


<Associate New> button. 


 


5.2.5.4 Program Income Accounts Overview 


Program Income Accounts are used to “wall off” program income generated by Responsible 


Organizations. Program Income Accounts are created by grantees to identify activities under funding 


agreements with Responsible Organizations that allow these organizations to retain and use PI on their 


activities. 


For example, if a state allows local governments to retain program income for use on their own 


activities, they would set up a PI Account for each of these local governments and assign activities 


accordingly. These local governments would need to disburse PI for these activities before requesting 


additional Program Funds from the state and notify the state of the transaction so it can be recorded in 


DRGR. 


Program Income Accounts are established by Responsible Organization. Program Income Accounts 


typically include all the activities associated with the Responsible Organization, and may include 


different Activity Types. 


Note: Program Income Accounts are optional in DRGR. For example, a state may require all PI to be 


returned from local governments back to the state. It is important to remember that PI accounts do not 


need to be set up if local governments or subrecipients are not allowed to retain their PI. 


Program Income generated by an activity in a PI Account can only be used for itself or other activities in 


the same PI Account. Any activities that are not assigned to a PI Account will remain in a ‘General PI 


Account’. Regardless of whether an activity is assigned to a grantee-created PI Account or whether the 


activity is in the General PI Account (unassigned), DRGR requires all PI received in each PI 


Account/General Account to be used before Program Funds are used. 


 


5.2.5.5 Procedure: Adding Program Income Accounts 
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1. Following login and acceptance of the “Disclaimer,” click the <Drawdown> link in the navigation bar. 


2. Click <Add PI Account> link  in the left navigation. 


➢ This action opens the “Add Program Income Account” screen. 
3. Select a ‘Grant Number’ using the drop down menu. 


➢ This action refreshes the “Add Program Income Account” page with ‘Available Responsible 
Organizations’ for the selected grant. 


4. Enter a name for the Program Income Account 


5. Assign Responsible Organization(s) listed in the ‘Available Responsible Organizations’ field using the 


<Assign Org> button. 


➢ Remove RO(s) from the ‘Selected Responsible Organizations’ field using the <Remove Org> 
button. 


6. Activities for the selected RO(s) can now be assigned to the Program Income Account using the 


<Assign Activity> button (or removed once selected using the <Remove Activity> button). 


7. Once all selections are made, click <Save> to save the Program Income Account. 


8. Repeat steps 1-7 to add additional Program Income Accounts, as desired. 


 


5.2.5.6 Procedure: Search/Edit Program Income Account 


1. Following login and acceptance of the “Disclaimer,” click the <Drawdown> link in the navigation bar. 


2. Click the <Search/Edit PI Account> link in the left navigation. 


➢ This action opens the “Search for Program Income Accounts” page. 
3. Enter one or more search criteria (Grant #, Program Income Account Name, Activity #), or leave all 


search fields blank. 


4. Click <Search>. 


➢ This action refreshes the “Search for Program Income Accounts” screen, with the search results 
displayed. If more than ten results match the search criteria, the first ten results are listed. 


Additional results can be viewed by clicking a page link below the table. 


➢ By default, all receipts start in the General Account. When a user creates a Program Income 
Account and adds a receipt, it is added to the created Program Income Account. 
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Appendix B:  Sample Documents 
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Name:
Contact:


Vendor


Federal Citation:
Summary:


Justification
Reason for Purchase: Federal Citation:


Summary:


Justification
Reason for Purchase:


Signatures
Financial: Division:


Justification
Reason for Purchase: Federal Citation:


Summary:
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Appendix C:  Chart of Accounts 
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ACCOUNT_NR ACTIVITY_CODE ACCOUNT_SUB DESCRIPTION


0000000000 000000 0000


0055550000 005555 0000 ADMIN/OTHER


1010100000 101010 0000 CASH


1010120000 101012 0000 INVESTED CASH


1010130000 101013 0000 CASH/REPAYMENTS


1010200000 101020 0000 INVENTORY ALLOCATION


1010300000 101030 0000 ADVANCE ON GRANT


1010400000 101040 0000 GRANTS RECEIVABLE


1010410000 101041 0000 GRANT RECEIVABLE/PVE-EXXON


1010500000 101050 0000 ACCOUNTS RECEIVABLE


1010501000 101050 1000 ACCOUNTS RECEIVABLE/OTHER


1010510000 101051 0000 ACCTS. REC./FUND 465


1010520000 101052 0000 ACCTS. REC./FUND 482


1010530000 101053 0000 ACCOUNTS RECEIVABLE/PRINCIPAL


1010540000 101054 0000 ACCOUNTS RECEIVABLE/INTEREST


1010550000 101055 0000 ACCT.REC./UNCOLL. PRINCIPAL


1010560000 101056 0000 ACCT.REC./UNCOLL. INTEREST


1010570000 101057 0000 ACCT. REC./ORIGINATION FEE


1010600000 101060 0000 DEFERRED CHARGES/ODOC ADMIN.


1010600001 101060 0001 DEFERRED CHARGES/HUD-T/TA


1010600002 101060 0002 DEFERRED CHARGES/PLANNING


1010600012 101060 0012 DEFERED CHARGES/ QA


1010600025 101060 0025 DEFERRED CHARGES/WDW 25% RR


1010601000 101060 1000 DEFERRED CHARGES/DOE ADMIN


1010601015 101060 1015 DEFERRED CHARGES/ADMIN SW


1010602000 101060 2000 DEFERRED CHARGES/ DOE TA


1010602015 101060 2015 DEFERRED CHARGES/PROGRAM SW


1010603000 101060 3000 DOE/ENERGY AUDIT


1010604000 101060 4000 DEF.CHGS/HHS-DISCRETIONARY


1010610000 101061 0000 DEFERRED CHARGES/GRANTEES


1010610001 101061 0001 DEF.CHGS/GRANTEE-CDBG T/A


1010610002 101061 0002 DEF.CHGS/GRANTEE-CDBG-CIP


1010610003 101061 0003 DEF.CHGS/GRANTEE-CDBG-HOME


1010610004 101061 0004 DEF.CHGS/GRANTEE-CDBG-TELE


1010610005 101061 0005 DEF.CHGS/GRANTEE-HOME-CAA


1010610006 101061 0006 DEF.CHGS/GRANTEE-ECEZ


1010610007 101061 0007 DEF.CHGS/GRANTEE-CDBG-SC


1010610008 101061 0008 DEF.CHGS/GRANTEE-CDBG-CBDO


1010610009 101061 0009 DEF.CHGS/GRANTEE-CDBG-CC


1010612000 101061 2000 DEFERRED CHARGES - T/TA


1010614000 101061 4000 DEF.CHGS/HHS-DISCRETIONARY


1010620000 101062 0000 DEFERRED CHARGES/CASH


1010630000 101063 0000 DEFERRED CHARGES/IN-KIND


1010640000 101064 0000 DEFERRED CHARGES/RR (DURA)


1010700000 101070 0000 CONTRIBUTIONS REC./CASH


1010710000 101071 0000 CONTRIBUTIONS REC./IN-KIND
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1010800000 101080 0000 PROPERTY


1010810000 101081 0000 ACCUMULATED DEP./PROPERTY


1020100000 102010 0000 CASH


1020200000 102020 0000 INVENTORY ALLOCATION


1020300000 102030 0000 ADVANCE ON GRANT


1020400000 102040 0000 GRANTS RECEIVABLE


1020500000 102050 0000 ACCOUNTS RECEIVABLE


1020510000 102051 0000 ACCTS. REC./FUND 465


1020520000 102052 0000 ACCTS. REC./FUND 482


1020600000 102060 0000 DEFERRED CHARGES/ODOC ADMIN.


1020610000 102061 0000 DEFERRED CHARGES/GRANTEES


1020620000 102062 0000 DEFERRED CHARGES/CASH


1020630000 102063 0000 DEFERRED CHARGES/IN-KIND


1020700000 102070 0000 CONTRIBUTIONS REC./CASH


1020710000 102071 0000 CONTRIBUTIONS REC./IN-KIND


1020800000 102080 0000 PROPERTY


1020810000 102081 0000 ACCUMULATED DEP./PROPERTY


1030100000 103010 0000 CASH


1030110000 103011 0000 FUNDS RETURNED TO GEN. REVENUE


1030120000 103012 0000 INVESTED CASH


1030200000 103020 0000 INVENTORY ALLOCATION


1030300000 103030 0000 ADVANCE ON GRANT


1030400000 103040 0000 GRANTS RECEIVABLE


1030500000 103050 0000 ACCOUNTS RECEIVABLE


1030510000 103051 0000 ACCTS. REC./FUND 465


1030520000 103052 0000 ACCTS. REC./FUND 482


1030530000 103053 0000 ACCOUNTS RECEIVABLE/PRINCIPAL


1030540000 103054 0000 ACCOUNTS RECEIVABLE/INTEREST


1030550000 103055 0000 DUE FROM OTHER PROGRAM


1030600000 103060 0000 DEFERRED CHARGES/ODOC ADMIN.


1030601000 103060 1000 DEFERRED CHARGES/ODOC ADMIN


1030610000 103061 0000 DEFERRED CHARGES/GRANTEES


1030620000 103062 0000 DEFERRED CHARGES/CASH


1030630000 103063 0000 DEFERRED CHARGES/IN-KIND


1030700000 103070 0000 CONTRIBUTIONS REC./CASH


1030710000 103071 0000 CONTRIBUTIONS REC./IN-KIND


1030800000 103080 0000 PROPERTY


1030801000 103080 1000 PROPERTY/PASS-THRU


1030810000 103081 0000 ACCUMULATED DEP./PROPERTY


1040100000 104010 0000 CASH


1040200000 104020 0000 INVENTORY ALLOCATION


1040300000 104030 0000 ADVANCE ON GRANT


1040400000 104040 0000 GRANTS RECEIVABLE


1040500000 104050 0000 ACCOUNTS RECEIVABLE


1040510000 104051 0000 ACCTS. REC./FUND 465


1040520000 104052 0000 ACCTS. REC./FUND 482


1040600000 104060 0000 DEFERRED CHARGES/ODOC ADMIN.
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1040610000 104061 0000 DEFERRED CHARGES/GRANTEES


1040620000 104062 0000 DEFERRED CHARGES/CASH


1040630000 104063 0000 DEFERRED CHARGES/IN-KIND


1040700000 104070 0000 CONTRIBUTIONS REC./CASH


1040710000 104071 0000 CONTRIBUTIONS REC./IN-KIND


1040800000 104080 0000 PROPERTY


1040810000 104081 0000 ACCUMULATED DEP./PROPERTY


1050100000 105010 0000 CASH


1050200000 105020 0000 INVENTORY ALLOCATION


1050300000 105030 0000 ADVANCE ON GRANT


1050400000 105040 0000 GRANT RECEIVABLE


1050500000 105050 0000 ACCOUNT RECEIVABLE


1050510000 105051 0000 ACCOUNTS RECEIVABLE/FUND 465


1050520000 105052 0000 ACCOUNTS RECEIVABLE/FUND 482


1050600000 105060 0000 DEFERRED CHARGES/ODOC ADMIN.


1050610000 105061 0000 DEFERRED CHARGES/GRANTEES


1050620000 105062 0000 DEFERRED CHARGES/CASH


1050630000 105063 0000 DEFERRED CHARGES/IN-KIND


1050650000 105065 0000 DEFERRED CHARGES-REV/ROLLOVER


1050660000 105066 0000 DEFERRED CHARGES-INTEREST


1050700000 105070 0000 CONTRIBUTIONS/RECEIVABLE-CASH


1050710000 105071 0000 CONTRIBUTIONS/REC.  IN-KIND


1050800000 105080 0000 PROPERTY


1050810000 105081 0000 ACCUM. DEPRECIATION/PROPETY


2111100000 211110 0000 COMMITMENT/ODOC ADMIN.


2111100001 211110 0001 COMMITMENT/HUD T/A


2111100002 211110 0002 COMMITMENT/HUD PLANNING


2111100012 211110 0012 COMMITMENT/QA


2111100025 211110 0025 COMMITMENT/WDW 25% RR


2111101000 211110 1000 COMMITMENT/DOE ADMIN


2111101015 211110 1015 COMMITMENT/ADMIN SW


2111102000 211110 2000 COMMITMENT/DOE TA


2111102015 211110 2015 COMMITMENT/PROGRAM SW


2111103000 211110 3000 COMMITMENT/DOE ENERGY AUDIT


2111104000 211110 4000 COMMITMENT/HHS-DISCRETIONARY


2111110000 211111 0000 GRANTEE COMMITMENT


2111110001 211111 0001 GRANTEE COMMITMENT/CDBG-T/A


2111110002 211111 0002 GRANTEE COMMITMENT/CDBG-CIP


2111110003 211111 0003 GRANTEE COMMITMENT/CDBG-HOME


2111110004 211111 0004 GRANTEE COMMITMENT/CDBG-TELE


2111110005 211111 0005 GRANTEE COMMITMENT/HOME-CAA


2111110006 211111 0006 GRANTEE COMMITMENT/CDBG-ECEZ


2111110007 211111 0007 GRANTEE COMMITMENT/CDBG-SC


2111110008 211111 0008 GRANTEE COMMITMENT/CDBG-CBDO


2111110009 211111 0009 GRANTEE COMMITMENT/CDBG-CC


2111112000 211111 2000 GRANTEE COMMITMENT - T/TA


2111114000 211111 4000 GRANTEE COMMIT/HHS-DISC.
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2111120000 211112 0000 GRANTEE COMMITMENT/CASH


2111130000 211113 0000 GRANTEE COMMITMENT/IN-KIND


2111140000 211114 0000 COMMITMENT/RR (DURA)


2111200000 211120 0000 ACCTS. PAY./FUND 443


2111210000 211121 0000 ACCTS. PAY./GRANTEE


2111220000 211122 0000 ACCTS. PAY./AUDIT


2111230000 211123 0000 ACCOUNTS PAYABLE


2111240000 211124 0000 ACCTS. PAY./FUND 450


2111250000 211125 0000 ACCTS. PAY./FUND 481


2111260000 211126 0000 DUE TO OTHER PROGRAM


2111300000 211130 0000 LEAVE PAYABLE


2111400000 211140 0000 GRANTS UNAPPLIED


2111410000 211141 0000 GRANT UNAPPLIED/PVE-EXXON


2111500000 211150 0000 DEF.CR.:CONT.UNAPP./CASH


2111510000 211151 0000 DEF.CR.:CONT.UNAPP./IN-KIND


2111600000 211160 0000 DEFERRED REVENUE/PRINCIPAL


2111610000 211161 0000 DEFERRED REVENUE/INTEREST


2111620000 211162 0000 DEF.REV./UNCOLL. PRINCIPAL


2111630000 211163 0000 DEF.REV./UNCOLL. INTEREST


2111640000 211164 0000 DEF. REVENUE/ORIGINATION FEE


2121100000 212110 0000 COMMITMENT/ODOC ADMIN.


2121110000 212111 0000 GRANTEE COMMITMENT


2121120000 212112 0000 GRANTEE COMMITMENT/CASH


2121130000 212113 0000 GRANTEE COMMITMENT/IN-KIND


2121200000 212120 0000 ACCTS. PAY./FUND 443


2121210000 212121 0000 ACCTS. PAY./GRANTEE


2121220000 212122 0000 ACCTS. PAY./AUDIT


2121230000 212123 0000 ACCOUNTS PAYABLE


2121240000 212124 0000 ACCTS. PAY./FUND 450


2121250000 212125 0000 ACCTS. PAY./FUND 481


2121300000 212130 0000 LEAVE PAYABLE


2121400000 212140 0000 GRANTS UNAPPLIED


2121500000 212150 0000 DEF.CR.:CONT.UNAPP./CASH


2121510000 212151 0000 DEF.CR.:CONT.UNAPP./IN-KIND


2131100000 213110 0000 COMMITMENT/ODOC ADMIN.


2131101000 213110 1000 COMMITMENT/ODOC ADMIN


2131110000 213111 0000 GRANTEE COMMITMENT


2131120000 213112 0000 GRANTEE COMMITMENT/CASH


2131130000 213113 0000 GRANTEE COMMITMENT/IN-KIND


2131200000 213120 0000 ACCTS. PAY./FUND 443


2131210000 213121 0000 ACCTS. PAY./GRANTEE


2131220000 213122 0000 ACCTS. PAY./AUDIT


2131230000 213123 0000 ACCOUNTS PAYABLE


2131230001 213123 0001 ACCOUNTS PAYABLE/COMPUTER


2131230002 213123 0002 ACCOUNTS PAYABLE/MAP COPIES


2131230003 213123 0003 ACCOUNTS PAYABLE/ODOC COPIES


2131230004 213123 0004 ACCOUNTS PAYABLE/POSTAGE
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2131230005 213123 0005 ACCOUNT PAYABLE/PERSONNEL


2131240000 213124 0000 ACCTS. PAY./FUND 450


2131250000 213125 0000 ACCTS. PAY./FUND 481


2131300000 213130 0000 LEAVE PAYABLE


2131400000 213140 0000 GRANTS UNAPPLIED


2131500000 213150 0000 DEF.CR.:CONT.UNAPP./CASH


2131510000 213151 0000 DEF.CR.:CONT.UNAPP./INKIND


2131600000 213160 0000 DEFERRED REVENUE/PRINCIPAL


2131610000 213161 0000 DEFERRED REVENUE/INTEREST


2141100000 214110 0000 COMMITMENT/ODOC ADMIN.


2141110000 214111 0000 GRANTEE COMMITMENT


2141120000 214112 0000 GRANTEE COMMITMENT/CASH


2141130000 214113 0000 GRANTEE COMMITMENT/IN-KIND


2141200000 214120 0000 ACCTS. PAY./FUND 443


2141210000 214121 0000 ACCTS. PAY./GRANTEE


2141220000 214122 0000 ACCTS. PAY./AUDIT


2141230000 214123 0000 ACCOUNTS PAYABLE


2141240000 214124 0000 ACCTS. PAY./FUND 450


2141250000 214125 0000 ACCTS. PAY./FUND 481


2141300000 214130 0000 LEAVE PAYABLE


2141400000 214140 0000 GRANTS UNAPPLIED


2141500000 214150 0000 DEF.CR.:CONT.UNAPP./CASH


2141510000 214151 0000 DEF.CR.:CONT.UNAPP./IN-KIND


2151100000 215110 0000 COMMITMENT/ODOC ADMIN.


2151110000 215111 0000 GRANTEE COMMITMENT


2151120000 215112 0000 GRANTEE COMMITMENT/CASH


2151130000 215113 0000 GRANTEE COMMITMENT/IN-KIND


2151200000 215120 0000 ACCOUNTS PAYABLE/FUND 443


2151210000 215121 0000 ACCOUNTS PAYABLE/GRANTEE


2151220000 215122 0000 ACCOUNTS PAYABLE/AUDIT


2151230000 215123 0000 ACCOUNTS PAYABLE


2151240000 215124 0000 ACCOUNTS PAYABLE/FUND 450


2151250000 215125 0000 ACCOUNTS PAYABLE/FUND 481


2151300000 215130 0000 LEAVE PAYABLE


2151400000 215140 0000 GRANT UNAPPLIED


2151500000 215150 0000 DEF.CR:CONT.UNAPP/CASH


2151510000 215151 0000 DEF.CR:CONT.UNAPP/IN-KIND


3210100000 321010 0000 RETAINED EARNINGS


3210200000 321020 0000 RESERVE FOR PROPERTY


3210300000 321030 0000 FUND BALANCE


3220100000 322010 0000 RETAINED EARNINGS


3220200000 322020 0000 RESERVE FOR PROPERTY


3220300000 322030 0000 FUND BALANCE


3230100000 323010 0000 RETAINED EARNINGS


3230200000 323020 0000 RESERVE FOR PROPERTY


3230201000 323020 1000 RES.FOR PROPERTY/PASS-THRU


3230300000 323030 0000 FUND BALANCE
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3240100000 324010 0000 RETAINED EARNINGS


3240200000 324020 0000 RESERVE FOR PROPERTY


3240300000 324030 0000 FUND BALANCE


3250100000 325010 0000 RETAINED EARNINGS


3250200000 325020 0000 RESERVE FOR PROPERTY


3250300000 325030 0000 FUND BALANCE


4310100000 431010 0000 REVENUE


4310100001 431010 0001 REVENUE/CELL PHONE REIMB.


4310100006 431010 0006 REVENUE/OTHER


4310100007 431010 0007 FUNDS RET. TO FUNDING SOURCE


4310110000 431011 0000 REVENUE/001


4310120000 431012 0000 REVENUE/ROLLOVER


4310130000 431013 0000 REVENUE/PVE-EXXON


4310140000 431014 0000 REVENUE/RENTAL REHAB. (CDBG)


4310160000 431016 0000 REVENUE/CDBG-ED


4310170000 431017 0000 REVENUE/FEES


4310180000 431018 0000 REVENUE/CDBG-CD


4310200000 431020 0000 GRANTS APPLIED


4310210000 431021 0000 GRANT APPLIED/RENTAL REHAB


4310220000 431022 0000 GRANT APPLIED/HOME


4310300000 431030 0000 CONTRIBUTIONS APPLIED/CASH


4310310000 431031 0000 CONTRIBUTIONS APPLIED/IN-KIND


4310400000 431040 0000 INCOME FROM PROGRAM SOURCES


4310410000 431041 0000 INTEREST INCOME


4310420000 431042 0000 INCOME FROM PROG. SOURCE/CD


4320100000 432010 0000 REVENUE


4320120000 432012 0000 REVENUE/ROLLOVER


4320200000 432020 0000 GRANTS APPLIED


4320300000 432030 0000 CONTRIBUTIONS APPLIED/CASH


4320310000 432031 0000 CONTRIBUTIONS APPLIED/IN-KIND


4320330000 432033 0000 REVENUE NON-ADD/SUMMER YOUTH


4320340000 432034 0000 REV NON-ADD/PARTICIPANT COSTS


4320400000 432040 0000 INCOME FROM PROGRAM SOURCES


4320410000 432041 0000 INTEREST INCOME


4330100000 433010 0000 REVENUE


4330100001 433010 0001 REVENUE/CELL PHONE REIMB.


4330100002 433010 0002 REVENUE/MAP COPIES


4330100003 433010 0003 REVENUE/ODOC COPIES


4330100004 433010 0004 REVENUE/POSTAGE


4330100005 433010 0005 REVENUE/PERSONNEL


4330100006 433010 0006 REVENUE/OTHER


4330100007 433010 0007 FUNDS RET. TO FUNDING SOURCE


4330100100 433010 0100 REV.-FEES/GRANTS & DONATIONS


4330100200 433010 0200 REV.-FEES/EXIM EXPORTER APPL.


4330100201 433010 0201 REV.-FEES/EXIM FOREIGN BUYER


4330100202 433010 0202 REV.-FEES/QUALITY JOBS ORIG.


4330100300 433010 0300 REV.-FEES/OKNET INSTALLATION
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4330100301 433010 0301 REV.-FEES/OKNET ANNUAL RENEWAL


4330100400 433010 0400 REV.-FEES/DUPLICATING (COPY)


4330100500 433010 0500 REV.-FEES/MFG. DIRECTORY


4330100501 433010 0501 REV.-FEES/MFG. DISKS


4330100502 433010 0502 REV.-FEES/DESIGN GUIDELINES


4330100503 433010 0503 REV.-FEES/COMM. PROFILES (PG)


4330100504 433010 0504 REV.-FEES/COMM. PROFILES (SET)


4330100505 433010 0505 REV.-FEES/MFG. SERVICE DIR.


4330100506 433010 0506 REV.-FEES/PICTURE BOOK


4330100507 433010 0507 REV.-FEES/MARKETING BROCHURES


4330100600 433010 0600 REV.-FEES/ED FINANCE


4330100601 433010 0601 REV.-FEES/FINANCE CURRICULUM


4330100602 433010 0602 REV.-FEES/FINANCE PACKAGER


4330100603 433010 0603 REV.-FEES/GRANT WRITING


4330100604 433010 0604 REV.-FEES/STRATEGY, VISION


4330100605 433010 0605 REV.-FEES/TOP FACILITATOR TRNG


4330100606 433010 0606 REV.-FEES/TRAIN THE TRAINER


4330100607 433010 0607 REV.-FEES/FRONTLINE LEADERSHIP


4330100608 433010 0608 REV.-FEES/TEAM EFFECTIVENESS


4330100609 433010 0609 REV.-FEES/TEAM LEADERSHIP


4330100610 433010 0610 REV.-FEES/INVENTOR'S ASSIST.


4330100611 433010 0611 REGISTRATION FEES


4330101000 433010 1000 REVENUE/LICENSE TAG FEES


4330110000 433011 0000 REVENUE/001


4330120000 433012 0000 REVENUE/ROLLOVER


4330150000 433015 0000 REVENUE/CONTRIBUTION


4330170000 433017 0000 REVENUE/FEES


4330200000 433020 0000 GRANTS APPLIED


4330300000 433030 0000 CONTRIBUTIONS APPLIED/CASH


4330310000 433031 0000 CONTRIBUTIONS APPLIED/IN-KIND


4330400000 433040 0000 INCOME FROM PROGRAM SOURCES


4330410000 433041 0000 INTEREST INCOME


4330430000 433043 0000 INCOME FROM PROGRAM SOURCE


4330500000 433050 0000 DEFERRED REVENUE


4340100000 434010 0000 REVENUE


4340120000 434012 0000 REVENUE/ROLLOVER


4340200000 434020 0000 GRANTS APPLIED


4340300000 434030 0000 CONTRIBUTIONS APPLIED/CASH


4340310000 434031 0000 CONTRIBUTIONS APPLIED/IN-KIND


4340400000 434040 0000 INCOME FROM PROGRAM SOURCES


4340410000 434041 0000 INTEREST INCOME


4350100000 435010 0000 REVENUE


4350120000 435012 0000 REVENUE/ROLLOVER


4350200000 435020 0000 GRANT APPLIED


4350300000 435030 0000 CONT. APPLIED/CASH


4350310000 435031 0000 CONT. APPLIED/IN-KIND


4350330000 435033 0000 STAND-IN COSTS
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4350330015 435033 0015 STAND-IN COSTS/WDW 15%


4350330025 435033 0025 STAND-IN COSTS/WDW RR


4350400000 435040 0000 INCOME FROM PROGRAM SOURCES


4350410000 435041 0000 INTEREST INCOME


4350460000 435046 0000 PROGRAM INCOME/EARNED ADMIN.


4350460015 435046 0015 PROG.INCOME/EARNED ADMIN 15%


4350460025 435046 0025 PROG.INCOME/EARNED PROGRAM RR


4350470000 435047 0000 PROGRAM INCOME/EARNED PROGRAM


4350470015 435047 0015 PROG.INCOME/EARNED PROGRAM 15%


4350470025 435047 0025 PROG.INCOME/EARNED PROGRAM RR


4350480000 435048 0000 TRANSFER TO ADULT


4350490000 435049 0000 TRANSFER TO DLW


5410100000 541010 0000 SALARIES & FRINGE


5410100001 541010 0001 SALARIES & FRINGE/HUD-T/TA


5410100002 541010 0002 SALARIES & FRINGE/PLANNING


5410100012 541010 0012 SALARIES & FRINGE/ QA


5410100015 541010 0015 SALARIES/FRINGE-WDW/15%


5410100025 541010 0025 SALARIES/FRINGE-WDW 25% RR


5410101000 541010 1000 ADMIN/SALARIES & FRINGE


5410101015 541010 1015 SALARIES & FRINGE/ADMIN SW


5410102000 541010 2000 T/TA SALARIES & FRINGE


5410102015 541010 2015 SALARIES & FRINGE/PROGRAM SW


5410105000 541010 5000 SERC/SALARIES & FRINGE


5410200000 541020 0000 CONSULTANTS


5410200001 541020 0001 CONSULTANTS/HUD-T/TA


5410200002 541020 0002 CONSULTANTS/PLANNING


5410200015 541020 0015 CONSULTANTS/WDW 15%


5410200025 541020 0025 CONSULTANTS/WDW 25% RR


5410201000 541020 1000 ADMIN/CONSULTANTS


5410201015 541020 1015 CONSULTANTS/ADMIN SW


5410202000 541020 2000 T/TA CONSULTANT


5410202015 541020 2015 CONSULTANTS/PROGRAM SW


5410204000 541020 4000 DISCRETIONARY CONSULTANT


5410205000 541020 5000 SERC/CONSULTANT


5410211000 541021 1000 ADMIN/CONSULTANTS-LEVERAGE


5410300000 541030 0000 INDIRECT


5410300001 541030 0001 INDIRECT/HUD-T/TA


5410300002 541030 0002 INDIRECT/PLANNING


5410300012 541030 0012 INDIRECT/ QA


5410300015 541030 0015 INDIRECT-15%


5410300025 541030 0025 INDIRECT/WDW 25% RR


5410301000 541030 1000 ADMIN/INDIRECT


5410301015 541030 1015 INDIRECT/ADMIN. SW


5410302000 541030 2000 T/TA INDIRECT


5410302015 541030 2015 INDIRECT/PROGRAM SW


5410305000 541030 5000 SERC/INDIRECT


5410400000 541040 0000 TRAVEL/STATE
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5410400001 541040 0001 TRAVEL-STATE/HUD-T/TA


5410400002 541040 0002 TRAVEL/STATE/PLANNING


5410400012 541040 0012 TRAVEL/STATE


5410400015 541040 0015 TRAVEL/15%


5410400025 541040 0025 TRAVEL/WDW 25% RR


5410401000 541040 1000 ADMIN-TRAVEL/STATE


5410401015 541040 1015 TRAVEL/ADMIN. SW


5410402000 541040 2000 T/TA TRAVEL/STATE


5410402015 541040 2015 TRAVEL/PROGRAM SW


5410404000 541040 4000 DISCRETIONARY-TRAVEL/STATE


5410405000 541040 5000 SERC/ADMIN-TRAVEL/STATE


5410405001 541040 5001 SERC/T/TA-TRAVEL/STATE


5410410000 541041 0000 TRAVEL/NON-STATE


5410410001 541041 0001 TRAVEL NON-STATE/HUD T/A


5410410015 541041 0015 TRAVEL/NON-STATE - WDW 15%


5410410025 541041 0025 TRAVEL NON-STATE/RR 25%


5410411000 541041 1000 ADMIN./TRAVEL  NON-STATE


5410411015 541041 1015 TRAVEL/NON-STATE ADMIN. SW


5410412000 541041 2000 T/TA TRAVEL/NON-STATE


5410412015 541041 2015 TRAVEL/NON-STATE PROGRAM SW


5410412902 541041 2902 TRAVEL/SECP-NON STATE


5410414000 541041 4000 TRAVEL/NON-STATE-DISCRETIONARY


5410420000 541042 0000 REGISTRATION FEES


5410420001 541042 0001 REGISTRATION FEES/HUD-T/TA


5410420012 541042 0012 REGISTRATION DOE/QA


5410420015 541042 0015 REGISTRATION WDW 15%


5410420025 541042 0025 REGISTRATION FEES/WDW 25% RR


5410421000 541042 1000 ADMIN/REGISTRATION FEE


5410421015 541042 1015 REG. FEES/ADMIN SW


5410422000 541042 2000 T/TA REGISTRATION FEES


5410422015 541042 2015 REG. FEES/PROGRAM SW


5410424000 541042 4000 DISCRETIONARY-REG. FEES


5410500000 541050 0000 MOTOR POOL


5410500001 541050 0001 PRINTING/HUD - T/A


5410500015 541050 0015 MOTOR POOL - 15%


5410500025 541050 0025 MOTOR POOL


5410501000 541050 1000 ADMINISTRATION MOTOR POOL


5410510000 541051 0000 FUEL


5410600000 541060 0000 SPACE RENTAL


5410600001 541060 0001 SPACE RENTAL/HUD-T/TA


5410600002 541060 0002 SPACE RENTAL/PLANNING


5410600015 541060 0015 SPACE RENTAL - WDW 15%


5410600025 541060 0025 SPACE RENTAL - WDW 25%


5410602015 541060 2015 SPACE RENTAL/PROGRAM SW


5410610000 541061 0000 SPACE RENTAL/CIA


5410700000 541070 0000 COPIER RENTAL


5410700015 541070 0015 COPIER RENTAL
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5410701015 541070 1015 COPIER RENTAL/ADMIN SW


5410800000 541080 0000 EQUIPMENT RENTAL


5410800001 541080 0001 EQUIP RENTAL T/TA


5410800015 541080 0015 EQUIPMENT RENTAL - WDW 15%


5410800025 541080 0025 EQUIPMENT RENTAL/WDW 25% RR


5410801000 541080 1000 EQUIPMENT RENTAL ADMIN


5410801015 541080 1015 EQUIPMENT RENTAL/ADMIN SW


5410802015 541080 2015 EQUIPMENT RENTAL/PROGRAM SW


5410900000 541090 0000 SUPPLIES


5410900001 541090 0001 SUPPLIES/HUD-T/TA


5410900015 541090 0015 SUPPLIES/WDW 15%


5410900025 541090 0025 SUPPLIES/WDW 25% RR


5410901000 541090 1000 ADMINISTRATION SUPPLIES


5410901015 541090 1015 SUPPLIES/ADMIN SW


5410902000 541090 2000 T/TA SUPPLIES


5410902015 541090 2015 SUPPLIES/PROGRAM SW


5410904000 541090 4000 DISCRETIONARY/SUPPLIES


5410910000 541091 0000 PROMOTIONAL SUPPLIES


5410910015 541091 0015 PROMOTIONAL SUPPLIES - WDW 15%


5410910025 541091 0025 PROMOTIONAL SUPPLIES - WDW 25%


5410912015 541091 2015 PROMOTIONAL SUPPLIES/PROG SW


5411000000 541100 0000 EQUIPMENT


5411000001 541100 0001 EQUIPMENT/TA


5411000015 541100 0015 EQUIPMENT-WDW/15%


5411000025 541100 0025 EQUIPMENT - WDW 25%


5411001000 541100 1000 ADMINISTRATION EQUIPMENT


5411001015 541100 1015 EQUIPMENT/ADMIN. SW


5411002000 541100 2000 T/TA EQUIPMENT


5411002015 541100 2015 EQUIPMENT/PROGRAM SW


5411003000 541100 3000 ENERGY AUDIT-EQUIPMENT


5411010000 541101 0000 EQUIPMENT/001


5411020000 541102 0000 EQUIPMENT/OSI


5411020025 541102 0025 EQUIPMENT/OSI - RR


5411021000 541102 1000 EQUIPMENT/OSI


5411022015 541102 2015 EQUIPMENT-OSI/PROGRAM SW


5411030000 541103 0000 EQUIPMENT/DP SOFTWARE


5411030001 541103 0001 EQUIP/DP SOFTWARE - HUD T/A


5411030025 541103 0025 EQUIPMENT/DP SOFTWARE


5411031000 541103 1000 ADMIN/EQUIP-DP SOFTWARE


5411031015 541103 1015 EQUIPMENT/DP-SOFTWARE


5411032015 541103 2015 EQUIP/DP SOFTWARE PROG SW


5411034000 541103 4000 DISC EQUIPMENT/DP SOFTWARE


5411040000 541104 0000 EQUIP/DP SOFTWARE LICENSING


5411040001 541104 0001 EQUIP/DP SOFTWARE LIC  T/A


5411040025 541104 0025 EQ/DP SOFTWARE LICENSE/RR


5411041015 541104 1015 EQ/DP SFTWR LICENSE/ADMIN SW


5411042015 541104 2015 EQ/DP SFTWR LICENSE/PROGRAM SW
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5411050000 541105 0000 BUILDING LEASE/PURCHASE


5411100000 541110 0000 MAINTENANCE


5411100001 541110 0001 MAINTENANCE/YARD CARE


5411100002 541110 0002 MAINTENANCE/SECURITY SERVICE


5411100003 541110 0003 MAINTENANCE/FIRE ALARM


5411100004 541110 0004 MAINTENANCE/FIRE INSPECTION


5411100005 541110 0005 MAINTENANCE/ELEVATOR


5411100006 541110 0006 MAINTENANCE/BOILER & AC


5411100007 541110 0007 MAINTENANCE/INSURANCE


5411100008 541110 0008 MAINTENANCE/PEST CONTROL


5411100015 541110 0015 MAINTENANCE - WDW 15%


5411100025 541110 0025 MAINTENANCE - WDW 25%


5411101000 541110 1000 MAINTENANCE/ADMIN.


5411101015 541110 1015 MAINTENANCE/ADMIN. SW


5411102000 541110 2000 MAINTENANCE- T/A


5411104000 541110 4000 MAINTENANCE-DISCRETIONARY


5411110000 541111 0000 JANITORIAL


5411120000 541112 0000 REPAIRS/BUILDING


5411200000 541120 0000 PHONE & COMMUNICATIONS


5411200015 541120 0015 PHONE & COMMUNICATIONS/15%


5411200025 541120 0025 PHONE & COMMUNICATION/25%


5411201015 541120 1015 PHONE & COMM/SW ADMIN.


5411202015 541120 2015 PHONE & COMMUNICATION/PROGRAM


5411210000 541121 0000 PHONE/STATE OFFICE


5411220000 541122 0000 UTILITIES


5411220001 541122 0001 UTILITIES/OG&E


5411220002 541122 0002 UTILITIES/ONG


5411220003 541122 0003 UTILITIES/CITY OF OKC


5411220004 541122 0004 UTILITIES/TRASH SERVICE


5411230000 541123 0000 COMMUNICATIONS-CELL PHONES


5411230015 541123 0015 COMM/CELL PHONES - WDW 15%


5411230025 541123 0025 COMM/CELL PHONES - WDW 25% RR


5411231015 541123 1015 COMM.-CELL PHONES/ADMIN SW


5411232015 541123 2015 COMM.-CELL PHONES/PROGRAM SW


5411240000 541124 0000 COMMUNICATIONS/PAGERS


5411250000 541125 0000 COMMUNICATIONS/INTERNET


5411250015 541125 0015 COMMUNICATIONS/INTERNET 15%


5411250025 541125 0025 COMMUNICATIONS/INTERNET 25%


5411300000 541130 0000 POSTAGE


5411300025 541130 0025 POSTAGE - WDW 25% RR


5411302015 541130 2015 POSTAGE/PROGRAM SW


5411310000 541131 0000 FREIGHT/EXPRESS


5411310001 541131 0001 FREIGHT/HUD-T/TA


5411310015 541131 0015 FREIGHT/EXPRESS - 15%


5411310025 541131 0025 FREIGHT/EXPRESS - WDW 25% RR


5411311000 541131 1000 FREIGHT/EXPRESS


5411311015 541131 1015 FREIGHT/ADMIN SW
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5411312000 541131 2000 T/TA - FREIGHT/EXPRESS


5411312015 541131 2015 FREIGHT/EXPRESS/PROGRAM SW


5411400000 541140 0000 BOOKS & PERIODICALS


5411400015 541140 0015 BOOKS & PERIODICALS - 15%


5411400025 541140 0025 BOOKS & PERIODICALS/WDW 25% RR


5411401000 541140 1000 ADMIN. BOOKS & PERIODICALS


5411402000 541140 2000 T/TA - BOOKS & PERIODICALS


5411410000 541141 0000 ADVERTISING


5411410001 541141 0001 ADVERTISING - T/A


5411410025 541141 0025 ADVERTISING/WDW 25% RR


5411411015 541141 1015 ADVERTISING


5411412015 541141 2015 ADVERTISING


5411420000 541142 0000 EXHIBITIONS, SHOWS & SP. EVENT


5411420001 541142 0001 TRADE SHOWS/HUD-T/TA


5411421015 541142 1015 EXHIBITIONS, SHOWS/ADMIN SW


5411422015 541142 2015 EXHIBITIONS, SHOWS/PROGRAM SW


5411430000 541143 0000 SUBSCRIPTIONS


5411430001 541143 0001 SUBSCRIPTIONS/ HUD-T/TA


5411430015 541143 0015 SUBSCRIPTIONS - WDW 15%


5411430025 541143 0025 SUBSCRIPTIONS - WDW 25%


5411431015 541143 1015 SUBSCRIPTIONS/ADMIN SW


5411432000 541143 2000 T/A SUBSCRIPTIONS


5411432015 541143 2015 SUBSCRIPTIONS


5411440000 541144 0000 INFORMATIONAL SERVICES


5411450000 541145 0000 SPONSORSHIP


5411450001 541145 0001 SPONSORSHIP/HUD-T/TA


5411450015 541145 0015 SPONSORSHIPS - WDW 15%


5411450025 541145 0025 SPONSORSHIP/WDW 25% RR


5411451000 541145 1000 ADMINISTRATION SPONSORSHIP


5411451015 541145 1015 SPONSORSHIP/ADMIN SW


5411452000 541145 2000 T/TA SPONSORSHIP


5411452015 541145 2015 SPONSORSHIP/PROGRAM SW


5411454000 541145 4000 DISCRETIONARY SPONSORSHIP


5411500000 541150 0000 PRINTING


5411500001 541150 0001 PRINTING/HUD - T/A


5411500012 541150 0012 DOE/QA PRINTING


5411500015 541150 0015 PRINTING - 15%


5411500025 541150 0025 PRINTING/WDW 25% RR


5411501000 541150 1000 ADMINISTRATION PRINTING


5411501015 541150 1015 PRINTING/ADMIN SW


5411502000 541150 2000 T/TA-PRINTING


5411502015 541150 2015 PRINTING/PROGRAM SW


5411504000 541150 4000 DISCRETIONARY-PRINTING


5411510000 541151 0000 PRINTING/STATE


5411510001 541151 0001 PRINTING/STATE-HUD T/A


5411510015 541151 0015 PRINTING/STATE - WDW 15%


5411510025 541151 0025 PRINTING/STATE - WDW 25% RR
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5411511000 541151 1000 ADMIN/PRINTING-STATE


5411511015 541151 1015 PRINTING-STATE/ADMIN SW


5411512000 541151 2000 T/A PRINTING STATE


5411512015 541151 2015 PRINTING-STATE/PROGRAM SW


5411514000 541151 4000 DISCRETIONARY/PRINTING-STATE


5411600000 541160 0000 AUDITORS SERVICES


5411601000 541160 1000 ADMINISTRATION AUDITORS SERVIC


5411602000 541160 2000 T/TA AUDITORS SERVICES


5411700000 541170 0000 ACCOUNTING SERVICES


5411800000 541180 0000 CONTRACTUAL


5411800001 541180 0001 CONTRACTUAL/HUD-T/TA


5411800002 541180 0002 CONTRACTUAL/PLANNING


5411800015 541180 0015 CONTRACTUAL/WDW 15%


5411800025 541180 0025 CONTRACTUAL/WDW 25% RR


5411801000 541180 1000 ADMIN/CONTRACTUAL


5411801015 541180 1015 CONTRACTUAL/ADMIN. SW


5411801902 541180 1902 CONTRACTUAL/EES


5411801903 541180 1903 CONTRACTUAL/EES


5411801905 541180 1905 CONTRACTUAL/EES


5411802000 541180 2000 T/TA CONTRACTUAL


5411802015 541180 2015 CONTRACTUAL/PROGRAM SW


5411802823 541180 2823 CONTRACTUAL/SECP


5411802860 541180 2860 CONTRACTUAL/SECP


5411802902 541180 2902 CONTRACTUAL/SECP


5411802903 541180 2903 CONTRACTUAL/SECP


5411802904 541180 2904 CONTRACTUAL/SECP


5411802907 541180 2907 CONTRACTUAL/SECP


5411803000 541180 3000 ENERGY AUDIT-CONTRACTUAL


5411804000 541180 4000 DISCRETIONARY CONTRACTUAL


5411805000 541180 5000 SERC/ADMIN-CONTRACTUAL


5411805001 541180 5001 SERC/T/TA-CONTRACTUAL


5411900000 541190 0000 WORKSHOP/MEETING ROOMS


5411900001 541190 0001 WKSHP/MTG ROOM HUD-T/TA


5411900015 541190 0015 WORKSHOP/MEETING ROOMS-WDW/15%


5411900025 541190 0025 WKSHP/MTG. ROOMS - WDW 25% RR


5411901000 541190 1000 ADMIN-WORKSHOP/MEETING ROOMS


5411901015 541190 1015 WKSP. MTG. ROOMS/ADMIN SW


5411902000 541190 2000 T/TA WORKSHOPS


5411902015 541190 2015 WKSP. MTG. ROOMS/PROGRAM SW


5411904000 541190 4000 DISCRETIONARY WORKSHOP/MTG RM


5412000000 541200 0000 DATA PROCESSING


5412100000 541210 0000 WORKERS' COMPENSATION


5412200000 541220 0000 DEPRECIATION EXPENSE/PROPERTY


5412300000 541230 0000 STATEWIDE COST ALLOC. EXPENSE


5412400000 541240 0000 MISCELLANEOUS/OTHER


5412400001 541240 0001 OTHER/HUD-T/TA


5412400012 541240 0012 MISC. OTHER/ QA
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5412400015 541240 0015 OTHER/WDW 15%


5412400025 541240 0025 OTHER/WDW 25% RR


5412401000 541240 1000 ADMIN-MISC./OTHER


5412401015 541240 1015 MISC. OTHER/ADMIN  SW


5412402000 541240 2000 T/TA-MISC./OTHER


5412402001 541240 2001 T/TA-MISC./OTHER-REG VI CONF.


5412402015 541240 2015 MISC./OTHER - PROGRAM SW


5412404000 541240 4000 DISCRETIONARY OTHER


5412405000 541240 5000 SERC/OTHER


5412410000 541241 0000 OTHER/001


5412420000 541242 0000 SERVICE CHARGES


5412430000 541243 0000 RESCISSION (WIA)


5412500000 541250 0000 MEMBERSHIP


5412500001 541250 0001 MEMBERSHIP/HUD - T/A


5412500015 541250 0015 MEMBERSHIP/WDW-15%


5412500025 541250 0025 MEMBERSHIP/WDW 25% RR


5412501000 541250 1000 ADMIN/MEMBERSHIPS


5412501015 541250 1015 MEMBERSHIP/ADMIN SW


5412502000 541250 2000 MEMBERSHIP T/TA


5412502015 541250 2015 MEMBERSHIP/PROGRAM SW


5412510000 541251 0000 LICENSES


5412510001 541251 0001 LICENSES/HUD-T/TA


5412510025 541251 0025 LICENSES/WDW 25% RR


5412511000 541251 1000 LICENSES/ADMIN


5412511015 541251 1015 LICENSES/ADMIN SW


5412512015 541251 2015 LICENSES/PROGRAM SW


5412514000 541251 4000 LICENSES-DISCRETIONARY


5412600000 541260 0000 FOOD & BEVERAGE


5412600001 541260 0001 FOOD & BEVERAGE  T/TA


5412600015 541260 0015 FOOD & BEVERAGE/WDW-15%


5412600025 541260 0025 FOOD & BEVERAGE/WDW 25% RR


5412601015 541260 1015 FOOD & BEVERAGE/ADMIN. SW


5412602015 541260 2015 FOOD & BEVERAGE/PROGRAM SW


5412700001 541270 0001 FUNDS RET. TO FUNDING SOURCE


5420100000 542010 0000 SALARIES & FRINGE


5420200000 542020 0000 CONSULTANTS


5420300000 542030 0000 INDIRECT


5420400000 542040 0000 TRAVEL/STATE


5420410000 542041 0000 TRAVEL/NON-STATE


5420500000 542050 0000 MOTOR POOL


5420510000 542051 0000 FUEL


5420600000 542060 0000 SPACE RENTAL


5420610000 542061 0000 SPACE RENTAL/CIA


5420700000 542070 0000 COPIER RENTAL


5420800000 542080 0000 EQUIPMENT RENTAL


5420900000 542090 0000 SUPPLIES


5420910000 542091 0000 PROMOTIONAL SUPPLIES
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5421000000 542100 0000 EQUIPMENT


5421020000 542102 0000 EQUIPMENT/OSI


5421100000 542110 0000 MAINTENANCE


5421200000 542120 0000 PHONE & COMMUNICATIONS


5421210000 542121 0000 PHONE/STATE OFFICE


5421300000 542130 0000 POSTAGE


5421310000 542131 0000 FREIGHT/EXPRESS


5421400000 542140 0000 BOOKS & PERIODICALS


5421410000 542141 0000 ADVERTISING


5421420000 542142 0000 TRADE SHOWS


5421500000 542150 0000 PRINTING


5421510000 542151 0000 PRINTING/STATE


5421600000 542160 0000 AUDITORS SERVICES


5421700000 542170 0000 ACCOUNTING SERVICES


5421800000 542180 0000 CONTRACTUAL


5421900000 542190 0000 WORKSHOP/MEETING ROOMS


5422000000 542200 0000 DATA PROCESSING


5422100000 542210 0000 WORKERS' COMPENSATION


5422200000 542220 0000 DEPRECIATION EXPENSE/PROPERTY


5422300000 542230 0000 STATEWIDE COST ALLOC. EXPENSE


5422400000 542240 0000 MISCELLANEOUS/OTHER


5422500000 542250 0000 MEMBERSHIP & REG. FEE


5422510000 542251 0000 LICENSES


5422600000 542260 0000 FOOD & BEVERAGE


5430100000 543010 0000 SALARIES & FRINGE


5430110000 543011 0000 SALARIES


5430120000 543012 0000 FRINGE


5430200000 543020 0000 CONSULTANTS


5430300000 543030 0000 INDIRECT


5430400000 543040 0000 TRAVEL/STATE


5430401000 543040 1000 TRAVEL


5430410000 543041 0000 TRAVEL/NON-STATE


5430420000 543042 0000 REGISTRATION FEES


5430430000 543043 0000 TRAVEL/EVENTS CARD


5430500000 543050 0000 MOTOR POOL


5430510000 543051 0000 FUEL


5430600000 543060 0000 SPACE RENTAL


5430610000 543061 0000 SPACE RENTAL/CIA


5430700000 543070 0000 COPIER RENTAL


5430800000 543080 0000 EQUIPMENT RENTAL


5430900000 543090 0000 SUPPLIES


5430910000 543091 0000 PROMOTIONAL SUPPLIES


5430920000 543092 0000 PHOTO SUPPLIES


5431000000 543100 0000 EQUIPMENT


5431010000 543101 0000 EQUIPMENT/001


5431020000 543102 0000 EQUIPMENT/OSI


5431030000 543103 0000 EQUIPMENT/DP SOFTWARE
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5431034000 543103 4000 DISC EQUIPMENT/DP SOFTWARE


5431040000 543104 0000 EQUIP/DP SOFTWARE LICENSING


5431050000 543105 0000 BUILDING LEASE/PURCHASE


5431050001 543105 0001 BUILDING/CONSTRUCTION


5431100000 543110 0000 MAINTENANCE


5431100001 543110 0001 MAINTENANCE/YARD CARE


5431100002 543110 0002 MAINTENANCE/SECURITY SERVICE


5431100003 543110 0003 MAINTENANCE/FIRE ALARM


5431100004 543110 0004 MAINTENANCE/FIRE INSPECTION


5431100005 543110 0005 MAINTENANCE/ELEVATOR


5431100006 543110 0006 MAINTENANCE/BOILER & AC


5431100007 543110 0007 MAINTENANCE/INSURANCE


5431100008 543110 0008 MAINTENANCE/PEST CONTROL


5431100009 543110 0009 MAINTENANCE/FRONT DOORS


5431110000 543111 0000 JANITORIAL


5431120000 543112 0000 REPAIRS/BUILDING


5431200000 543120 0000 PHONE & COMMUNICATIONS


5431201000 543120 1000 PHONE


5431210000 543121 0000 PHONE/STATE OFFICE


5431220000 543122 0000 UTILITIES


5431220001 543122 0001 UTILITIES/OG&E


5431220002 543122 0002 UTILITIES/ONG


5431220003 543122 0003 UTILITIES/CITY OF OKC


5431220004 543122 0004 UTILITIES/TRASH SERVICE


5431230000 543123 0000 COMMUNICATIONS-CELL PHONES


5431240000 543124 0000 COMMUNICATIONS-PAGERS


5431250000 543125 0000 COMMUNICATIONS/INTERNET


5431300000 543130 0000 POSTAGE


5431301000 543130 1000 POSTAGE


5431310000 543131 0000 FREIGHT/EXPRESS


5431400000 543140 0000 BOOKS & PERIODICALS


5431410000 543141 0000 ADVERTISING


5431420000 543142 0000 EXHIBITIONS, SHOWS & SP EVENTS


5431430000 543143 0000 SUBSCRIPTIONS


5431430025 543143 0025 SUBSCRIPTIONS


5431440000 543144 0000 INFORMATIONAL SERVICES


5431450000 543145 0000 SPONSORSHIP


5431500000 543150 0000 PRINTING


5431501000 543150 1000 PRINTING


5431510000 543151 0000 PRINTING/STATE


5431600000 543160 0000 AUDITORS SERVICES


5431700000 543170 0000 ACCOUNTING SERVICES


5431800000 543180 0000 CONTRACTUAL


5431900000 543190 0000 WORKSHOP/MEETING ROOMS


5431901000 543190 1000 WORKSHOPS


5432000000 543200 0000 DATA PROCESSING


5432100000 543210 0000 WORKERS' COMPENSATION
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5432200000 543220 0000 DEPRECIATION EXPENSE/PROPERTY


5432300000 543230 0000 STATEWIDE COST ALLOC. EXPENSE


5432400000 543240 0000 OTHER/CURRENT CHARGES


5432410000 543241 0000 OTHER/001


5432420000 543242 0000 SERVICE CHARGES


5432500000 543250 0000 MEMBERSHIP


5432510000 543251 0000 LICENSES


5432600000 543260 0000 FOOD & BEVERAGE


5432700001 543270 0001 FUNDS RET. TO FUNDING SOURCE


5440100000 544010 0000 SALARIES & FRINGE


5440200000 544020 0000 CONSULTANTS


5440300000 544030 0000 INDIRECT


5440400000 544040 0000 TRAVEL/STATE


5440410000 544041 0000 TRAVEL/NON-STATE


5440500000 544050 0000 MOTOR POOL


5440510000 544051 0000 FUEL


5440600000 544060 0000 SPACE RENTAL


5440610000 544061 0000 SPACE RENTAL/CIA


5440700000 544070 0000 COPIER RENTAL


5440800000 544080 0000 EQUIPMENT RENTAL


5440900000 544090 0000 SUPPLIES


5440910000 544091 0000 PROMOTIONAL SUPPLIES


5441000000 544100 0000 EQUIPMENT


5441020000 544102 0000 EQUIPMENT/OSI


5441100000 544110 0000 MAINTENANCE


5441200000 544120 0000 PHONE & COMMUNICATIONS


5441210000 544121 0000 PHONE/STATE OFFICE


5441300000 544130 0000 POSTAGE


5441310000 544131 0000 FREIGHT/EXPRESS


5441400000 544140 0000 BOOKS & PERIODICALS


5441410000 544141 0000 ADVERTISING


5441420000 544142 0000 TRADE SHOWS


5441500000 544150 0000 PRINTING


5441510000 544151 0000 PRINTING/STATE


5441600000 544160 0000 AUDITORS SERVICES


5441700000 544170 0000 ACCOUNTING SERVICES


5441800000 544180 0000 CONTRACTUAL


5441900000 544190 0000 WORKSHOP/MEETING ROOM


5442000000 544200 0000 DATA PROCESSING


5442100000 544210 0000 WORKERS' COMPENSATION


5442200000 544220 0000 DEPRECIATION EXPENSE/PROPERTY


5442300000 544230 0000 STATEWIDE COST ALLOC. EXPENSE


5442400000 544240 0000 MISCELLANEOUS/OTHER


5442500000 544250 0000 MEMBERSHIP & REG. FEE


5442510000 544251 0000 LICENSES


5442600000 544260 0000 FOOD & BEVERAGE


5450100000 545010 0000 SALARIES & FRINGE
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5450110000 545011 0000 SALARIES


5450120000 545012 0000 FRINGE


5450200000 545020 0000 CONSULTANTS


5450300000 545030 0000 INDIRECT


5450400000 545040 0000 TRAVEL/STATE


5450410000 545041 0000 TRAVEL/NON-STATE


5450500000 545050 0000 MOTOR POOL


5450510000 545051 0000 FUEL


5450600000 545060 0000 SPACE RENTAL


5450700000 545070 0000 COPIER RENTAL


5450800000 545080 0000 EQUIPMENT RENTAL


5450900000 545090 0000 SUPPLIES


5450910000 545091 0000 PROMOTIONAL SUPPLIES


5451000000 545100 0000 EQUIPMENT


5451020000 545102 0000 EQUIPMENHT/OSI


5451100000 545110 0000 MAINTENANCE


5451200000 545120 0000 PHONE & COMMUNICATIONS


5451210000 545121 0000 PHONE/STATE OFFICE


5451300000 545130 0000 POSTAGE


5451310000 545131 0000 FREIGHT/EXPRESS


5451400000 545140 0000 BOOKS & PERIODICALS


5451410000 545141 0000 ADVERTISING


5451420000 545142 0000 TRADE SHOWS


5451500000 545150 0000 PRINTING


5451510000 545151 0000 PRINTING/STATE


5451600000 545160 0000 AUDITORS EXPENSE


5451700000 545170 0000 ACCOUNTING EXPENSE


5451800000 545180 0000 CONTRACTUAL


5451900000 545190 0000 WORKSHOP/MEETING ROOM


5452000000 545200 0000 DATA PROCESSING


5452100000 545210 0000 WORKER'S COMPENSATION


5452200000 545220 0000 DEPRECIATION EXP./PROPERTY


5452300000 545230 0000 STATEWIDE COST ALLOCATION


5452400000 545240 0000 MISCELLANEOUS/OTHER


5452500000 545250 0000 MEMBERSHIP & REG. FEE


5452510000 545251 0000 LICENSES


5452600000 545260 0000 FOOD & BEVERAGE


5510000000 551000 0000 SUBGRANTEE EXPENSES


5510000025 551000 0025 SUBGRANTEE EXPENSES/RR


5510100000 551010 0000 ADMINISTRATION


5510100001 551010 0001 ADMIN/SERVICE CHARGE


5510100005 551010 0005 HOME/CAA-ADMINISTRATION


5510110000 551011 0000 SALARIES & FRINGE


5510110001 551011 0001 HOME/CHDO-CB-SALARIES & FRINGE


5510120000 551012 0000 TRAVEL


5510120001 551012 0001 HOME/CHDO-CB-TRAVEL


5510130000 551013 0000 OPERATIONAL EXPENSES
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5510130001 551013 0001 HOME/CHDO-OPERATING EXPENSE


5510140000 551014 0000 CONSULTANTS


5510150000 551015 0000 EQUIPMENT


5510150001 551015 0001 HOME/CHDO-CB-EQUIPMENT


5510160000 551016 0000 PUBL. & PROF. SERVICES


5510160001 551016 0001 HOME/CHDO-CB-PUBL. & PROF. SVS


5510170000 551017 0000 CONTRACTUAL


5510180000 551018 0000 ADMINISTRATION/DIRECT


5510190000 551019 0000 REHAB.-HOMEOWNERSHIP


5510200000 551020 0000 PLANNING


5510210000 551021 0000 INVENTORY OF ASSETS


5510220000 551022 0000 ANALYSIS


5510300000 551030 0000 ENGINEERING


5510310000 551031 0000 ARCHITECT


5510320000 551032 0000 INSPECTION


5510330000 551033 0000 CONTRACTUAL-HOUSING T/A


5510400000 551040 0000 REHAB.


5510410000 551041 0000 REHAB.-RENTAL DEMO.


5510420000 551042 0000 REHAB./HOUSING SUPPORT


5510430000 551043 0000 REHAB.-CONVERSION


5510440000 551044 0000 REHAB.-HANDICAP


5510480000 551048 0000 REHAB./HOUSING


5510490000 551049 0000 REHAB./RENTAL HOUSING


5510500000 551050 0000 ACQUISITION


5510500001 551050 0001 HOME/CHDO-ACQUISITION


5510500005 551050 0005 HOME/CAA-ACQUISITION


5510510000 551051 0000 HOMEBUYERS ASSISTANCE


5510520000 551052 0000 RENTAL ASSISTANCE


5510530000 551053 0000 DIRECT HOMEOWNER ASSISTANCE


5510540000 551054 0000 DISPOSITION


5510550000 551055 0000 HOMEBUYER COUNSELING


5510600000 551060 0000 RELOCATION


5510700000 551070 0000 CLEARANCE & DEMOLITION


5510700007 551070 0007 DEMOLITION/CLEARANCE - SC


5510800000 551080 0000 UTILITIES-GAS


5510810000 551081 0000 UTILITIES-ELECTRIC


5510820000 551082 0000 UTILITIES-OTHER


5510900000 551090 0000 WATER SYSTEM


5510910000 551091 0000 SEWER SYSTEM


5511000000 551100 0000 SOLID WASTE


5511100000 551110 0000 PUBLIC FACILITIES & IMP.


5511110000 551111 0000 NEIGHBORHOOD FACILITIES


5511120000 551112 0000 SENIOR CITIZEN CENTER


5511130000 551113 0000 OTHER FACILITIES/CENTER


5511200000 551120 0000 REMOVAL OF ARCH. BARRIERS


5511300000 551130 0000 PUBLIC SERVICES


5511400000 551140 0000 CODE ENFORCEMENT
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5511500000 551150 0000 PARKS/RECREATION


5511600000 551160 0000 FIRE PROTECTION


5511610000 551161 0000 AMBULANCE


5511700000 551170 0000 PARKING


5511800000 551180 0000 STREETS


5511900000 551190 0000 FLOOD & DRAINAGE


5512000000 551200 0000 ECON.DEV./FACILITY CONST. LOAN


5512010000 551201 0000 ECON.DEV./INFRASTRUCTURE IMP.


5512020000 551202 0000 ECON.DEV./EQUIPMENT-INV. LOANS


5512030000 551203 0000 ECON.DEV./COMM. REHAB. LOANS


5512040000 551204 0000 ECON.DEV./INDUS. REHAB. LOANS


5512050000 551205 0000 ECON.DEV./OTHER


5512060000 551206 0000 ECON.DEV/FURNITURE & FIXTURES


5512070000 551207 0000 ECON.DEV/LAND & BUILDING


5512080000 551208 0000 ECON.DEV/MACHINERY & EQUIPMENT


5512090000 551209 0000 ECON.DEV/INVENTORY


5512100000 551210 0000 OTHER


5512100001 551210 0001 HOME/CHDO-CB-OTHER


5512200000 551220 0000 CONTINGENCIES


5512300000 551230 0000 MATCH


5512400000 551240 0000 ECON.DEV/WORKING CAPITAL


5512410000 551241 0000 ED/ENG.,LEGAL & OTHER PROF.


5512420000 551242 0000 ECON.DEV./OKLEAP-T/TA


5512500000 551250 0000 NEW CONSTRUCTION/HOMEOWNERSHIP


5512500001 551250 0001 HOME/CHDO-OWNER OCC. REHAB.


5512500005 551250 0005 HOME/CAA-OWNER OCC. REHAB.


5512510000 551251 0000 NEW CONST./RENTAL HOUSING


5512510001 551251 0001 HOME/CHDO-RENTAL REHAB.


5512510005 551251 0005 HOME/CAA-RENTAL REHAB.


5512520000 551252 0000 HOME/TENANT BASE RENTAL ASSIST


5512520001 551252 0001 HOME/CHDO-TENANT BASE R.A.


5512520005 551252 0005 HOME/CAA-TENANT BASE R.A.


5512530000 551253 0000 HOME/FIRST TIME HOME BUYER


5512530001 551253 0001 HOME/CHDO-1ST TIME HOME BUYER


5512530005 551253 0005 HOME/CAA-1ST TIME HOME BUYER


5512540001 551254 0001 HOME/CHDO LOANS


5512600000 551260 0000 NEW CONSTRUCTION


5512600001 551260 0001 HOME/CHDO-NEW CONSTRUCTION


5512600005 551260 0005 HOME/CAA-NEW CONSTRUCTION


5512700000 551270 0000 CDBG/TELEMEDICINE PROJECT


5512710000 551271 0000 CDBG/TELEMEDICINE COORDINATION


5513000000 551300 0000 ADMIN./PERSONNEL-SAL. & WAGES


5513001000 551300 1000 EES/SALARIES


5513001803 551300 1803 EES/SALARIES


5513001904 551300 1904 EES/SALARIES


5513002000 551300 2000 SECP/SALARIES


5513002902 551300 2902 SECP/SALARIES
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5513002904 551300 2904 SECP/SALARIES & WAGES


5513002905 551300 2905 SECP/SALARIES


5513002906 551300 2906 SECP/SALARIES


5513002908 551300 2908 SECP/SALARIES


5513002909 551300 2909 SECP/SALARIES


5513002910 551300 2910 SECP/SALARIES


5513002911 551300 2911 SECP/SALARIES


5513002912 551300 2912 SECP/SALARIES


5513002913 551300 2913 SECP/SALARIES


5513002914 551300 2914 SECP/SALARIES


5513002915 551300 2915 SECP/SALARIES


5513002916 551300 2916 SECP/SALARIES


5513002917 551300 2917 SECP/SALARIES


5513002918 551300 2918 SECP/SALARIES


5513002919 551300 2919 SECP/SALARIES


5513002920 551300 2920 SECP/SALARIES & WAGES


5513010000 551301 0000 ADMIN./PERSONNEL-FRINGE


5513011000 551301 1000 EES/FRINGE


5513011803 551301 1803 EES/FRINGE


5513011904 551301 1904 EES/FRINGE


5513012000 551301 2000 SECP/FRINGE


5513012902 551301 2902 SECP/FRINGE


5513012904 551301 2904 SECP/FRINGE


5513012905 551301 2905 SECP/FRINGE


5513012906 551301 2906 SECP/FRINGE


5513012908 551301 2908 SECP/FRINGE


5513012909 551301 2909 SECP/FRINGE


5513012910 551301 2910 SECP/FRINGE


5513012911 551301 2911 SECP/FRINGE


5513012912 551301 2912 SECP/FRINGE


5513012913 551301 2913 SECP/FRINGE


5513012914 551301 2914 SECP/FRINGE


5513012915 551301 2915 SECP/FRINGE


5513012916 551301 2916 SECP/FRINGE


5513012917 551301 2917 SECP/FRINGE


5513012918 551301 2918 SECP/FRINGE


5513012919 551301 2919 SECP/FRINGE


5513012920 551301 2920 SECP/FRINGE


5513020000 551302 0000 ADMIN./PERSONNEL-CONSULTANT


5513021000 551302 1000 EES/CONSULTANT


5513021803 551302 1803 EES/CONSULTANT


5513021904 551302 1904 EES/CONSULTANT


5513022000 551302 2000 SECP/CONSULTANT


5513022901 551302 2901 SECP/CONSULTANT


5513022902 551302 2902 SECP/CONSULTANT


5513022903 551302 2903 SECP/CONSULTANT


5513022905 551302 2905 SECP/CONSULTANT
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5513022906 551302 2906 SECP/CONSULTANT


5513022907 551302 2907 CONTRACTUAL/SECP


5513022908 551302 2908 SECP/CONSULTANT


5513022909 551302 2909 SECP/CONSULTANT


5513022910 551302 2910 SECP/CONSULTANT


5513022911 551302 2911 SECP/CONSULTANT


5513022912 551302 2912 SECP/CONSULTANT


5513022913 551302 2913 SECP/CONSULTANT


5513022914 551302 2914 SECP/CONSULTANT


5513022915 551302 2915 SECP/CONSULTANT


5513022916 551302 2916 SECP/CONSULTANT


5513022917 551302 2917 SECP/CONSULTANT


5513022918 551302 2918 SECP/CONSULTANT


5513022919 551302 2919 SECP/CONSULTANT


5513030000 551303 0000 ADMIN./PERSONNEL-ACCRUED LEAVE


5513040000 551304 0000 SUPPORT OF OTHER PROGRAMS


5513100000 551310 0000 ADMIN./NON-PERS.-TRAVEL


5513101000 551310 1000 EES/TRAVEL


5513101803 551310 1803 EES/TRAVEL


5513101904 551310 1904 EES/TRAVEL


5513102000 551310 2000 SECP/TRAVEL


5513102902 551310 2902 SECP/TRAVEL


5513102903 551310 2903 SECP/TRAVEL


5513102905 551310 2905 SECP/TRAVEL


5513102906 551310 2906 SECP/TRAVEL


5513102908 551310 2908 SECP/TRAVEL


5513102909 551310 2909 SECP/TRAVEL


5513102910 551310 2910 SECP/TRAVEL


5513102911 551310 2911 SECP/TRAVEL


5513102912 551310 2912 SECP/TRAVEL


5513102913 551310 2913 SECP/TRAVEL


5513102914 551310 2914 SECP/TRAVEL


5513102915 551310 2915 SECP/TRAVEL


5513102916 551310 2916 SECP/TRAVEL


5513102917 551310 2917 SECP/TRAVEL


5513102918 551310 2918 SECP/TRAVEL


5513102919 551310 2919 SECP/TRAVEL


5513102920 551310 2920 SECP/TRAVEL


5513110000 551311 0000 ADMIN./NON-PERS.-SPACE COSTS


5513111000 551311 1000 EES/SPACE COSTS


5513111904 551311 1904 EES/SPACE COSTS


5513112000 551311 2000 SECP/SPACE COSTS


5513112914 551311 2914 SECP/SPACE COST


5513120000 551312 0000 ADMIN./NON-PERS.-SUPPLIES


5513121000 551312 1000 EES/SUPPLIES


5513121803 551312 1803 EES/SUPPLIES


5513121904 551312 1904 EES/SUPPLIES
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5513122000 551312 2000 SECP/SUPPLIES


5513122902 551312 2902 SECP/SUPPLIES


5513122905 551312 2905 SECP/SUPPLIES


5513122906 551312 2906 SECP/SUPPLIES


5513122908 551312 2908 SECP/SUPPLIES


5513122909 551312 2909 SECP/SUPPLIES


5513122910 551312 2910 SECP/SUPPLIES


5513122911 551312 2911 SECP/SUPPLIES


5513122912 551312 2912 SECP/SUPPLIES


5513122913 551312 2913 SECP/SUPPLIES


5513122914 551312 2914 SECP/SUPPLIES


5513122915 551312 2915 SECP/SUPPLIES


5513122916 551312 2916 SECP/SUPPLIES


5513122917 551312 2917 SECP/SUPPLIES


5513122918 551312 2918 SECP/SUPPLIES


5513122919 551312 2919 SECP/SUPPLIES


5513130000 551313 0000 ADMIN./NON-PERS.-EQUIPMENT


5513131000 551313 1000 EES/EQUIPMENT


5513131803 551313 1803 EES/EQUIPMENT


5513131904 551313 1904 EES/EQUIPMENT


5513132000 551313 2000 SECP/EQUIPMENT


5513132902 551313 2902 SECP/EQUIPMENT


5513132905 551313 2905 SECP/EQUIPMENT


5513132906 551313 2906 SECP/EQUIPMENT


5513132908 551313 2908 SECP/EQUIPMENT


5513132909 551313 2909 SECP/EQUIPMENT


5513132910 551313 2910 SECP/EQUIPMENT


5513132911 551313 2911 SECP/EQUIPMENT


5513132912 551313 2912 SECP/EQUIPMENT


5513132914 551313 2914 SECP/EQUIPMENT


5513132915 551313 2915 SECP/EQUIPMENT


5513132916 551313 2916 SECP/EQUIPMENT


5513132917 551313 2917 SECP/EQUIPMENT


5513132918 551313 2918 SECP/EQUIPMENT


5513132919 551313 2919 SECP/EQUIPMENT


5513132920 551313 2920 SECP/EQUIPMENT


5513140000 551314 0000 ADMIN./NON-PERS.-OTHER


5513141000 551314 1000 EES/OTHER DIRECT


5513141803 551314 1803 EES/OTHER DIRECT


5513141904 551314 1904 EES/OTHER DIRECT


5513142000 551314 2000 SECP/OTHER DIRECT


5513142901 551314 2901 SECP/OTHER DIRECT


5513142902 551314 2902 SECP/OTHER DIRECT


5513142904 551314 2904 SECP/OTHER DIRECT


5513142905 551314 2905 SECP/OTHER DIRECT


5513142906 551314 2906 SECP/OTHER DIRECT


5513142907 551314 2907 SECP/OTHER
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5513142908 551314 2908 SECP/OTHER DIRECT


5513142909 551314 2909 SECP/OTHER DIRECT


5513142910 551314 2910 SECP/OTHER DIRECT


5513142911 551314 2911 SECP/OTHER DIRECT


5513142912 551314 2912 SECP/OTHER DIRECT


5513142913 551314 2913 SECP/OTHER DIRECT


5513142914 551314 2914 SECP/OTHER DIRECT


5513142915 551314 2915 SECP/OTHER DIRECT


5513142916 551314 2916 SECP/OTHER DIRECT


5513142917 551314 2917 SECP/OTHER DIRECT


5513142918 551314 2918 SECP/OTHER DIRECT


5513142919 551314 2919 SECP/OTHER DIRECT


5513142920 551314 2920 SECP/OTHER DIRECT


5513150000 551315 0000 INTEREST SUBSIDY


5513152000 551315 2000 SECP/INTEREST SUBSIDY


5513152909 551315 2909 SECP/INTEREST SUBSIDY


5513160000 551316 0000 PRINCIPAL SUBSIDY


5513170000 551317 0000 SECP/TECHNOLOGY TRANSFER


5513172920 551317 2920 SECP/TECHNOLOGY TRANSFER


5513180000 551318 0000 SECP/FINANCIAL ASSISTANCE


5513182914 551318 2914 SECP/FINANCIAL ASSISTANCE


5513190000 551319 0000 CHILD CARE SUBSIDY


5513200000 551320 0000 OPERATIONS/PERS.-SAL. & WAGES


5513204000 551320 4000 OPERATIONS/SAL & WAGES - DISC


5513210000 551321 0000 OPERATIONS/PERSONNEL-FRINGE


5513220000 551322 0000 OPERATIONS/PERS.-CONSULTANT


5513230000 551323 0000 OPERATIONS/PRSNL-ACCRUED LEAVE


5513300000 551330 0000 OPERATIONS/NON-PERS. -TRAVEL


5513304000 551330 4000 OPERATIONS/TRAVEL - DISC


5513310000 551331 0000 OPERATIONS/NON-PERS.-SPACE


5513320000 551332 0000 OPERATIONS/NON-PERS.- SUPPLIES


5513330000 551333 0000 OPERATIONS/NON-PERS.- EQUIP.


5513340000 551334 0000 OPERATIONS/NON-PERS.- OTHER


5513344000 551334 4000 OPERATIONS/OTHER - DISC


5513350000 551335 0000 OPERATIONS/NON-PERS.DISASTER


5513400000 551340 0000 ADMIN./INDIRECT


5513410000 551341 0000 FIRST START CHILD CARE


5513500000 551350 0000 FOOD & NUTRITION


5513600000 551360 0000 CAP NETWORK/DRUG REHAB.


5513700000 551370 0000 ENGINEERING/EXXON SECP


5513800000 551380 0000 ENERGY MGMT. GRANTS/EXXON


5513900000 551390 0000 FIFO EXPENSES


5514000000 551400 0000 PS/TRANSPORTATION


5514005000 551400 5000 SERC/TRANSPORTATION


5514010000 551401 0000 PS/TOOLS & EQUIPMENT


5514015000 551401 5000 SERC/TOOLS & EQUIPMENT


5514020000 551402 0000 PS/ON-SITE SUPERVISION
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5514025000 551402 5000 SERC/ON-SITE SUPERVISION


5514030000 551403 0000 PS/LABOR-PAYROLL


5514035000 551403 5000 SERC/LABOR-PAYROLL


5514040000 551404 0000 PS/LABOR-SUBCONTRACTED


5514045000 551404 5000 SERC/LABOR-SUBCONTRACTED


5514050000 551405 0000 PS/STORAGE


5514055000 551405 5000 SERC/STORAGE


5514060000 551406 0000 PS/VEHICLES & EQUIPMENT


5514070000 551407 0000 PS/TOTAL OFFICE EXPENSES


5514075000 551407 5000 SERC/TOTAL OFFICE EXPENSES


5514080000 551408 0000 PS/STRIPPER WELL


5514090000 551409 0000 PS/PVE


5514100000 551410 0000 MATERIALS


5514105000 551410 5000 SERC/MATERIALS


5514110000 551411 0000 MATERIALS/PVE


5514200000 551420 0000 INSURANCE


5514205000 551420 5000 SERC/INSURANCE


5514210000 551421 0000 INSURANCE/PVE


5514300000 551430 0000 ADMINISTRATION


5514305000 551430 5000 SERC/ADMINISTRATION


5514310000 551431 0000 ADMIN/OIL


5514320000 551432 0000 ADMINISTRATION/HPG


5514330000 551433 0000 ADMIN/HPG-DOE


5514340000 551434 0000 AUDIT


5514345000 551434 5000 SERC/AUDIT


5514350000 551435 0000 EQUIPMENT


5514360000 551436 0000 CONTRACTUAL


5514400000 551440 0000 TRAINING/TRAVEL


5514402000 551440 2000 T/TA - TRAINING/TRAVEL


5514405000 551440 5000 SERC/TRAINING/TRAVEL


5514410000 551441 0000 CONSUMER EDUCATION


5514420000 551442 0000 HEALTH & SAFETY


5514425000 551442 5000 SERC/HEALTH & SAFETY


5514430000 551443 0000 INCENTIVE FUNDS


5514500000 551450 0000 ENERGY CONSERVATION


5514501100 551450 1100 ENERGY CONSV./ICP A-1


5514501200 551450 1200 ENERGY CONSV./ICP A-2


5514501300 551450 1300 ENERGY CONSV./ICP A-3


5514501400 551450 1400 ENERGY CONSV./ICP A-4


5514501500 551450 1500 ENERGY CONSV./ICP A-5


5514501600 551450 1600 ENERGY CONSV./ICP A-6


5514501700 551450 1700 ENERGY CONSV./ICP A-7


5514501800 551450 1800 ENERGY CONSV./ICP A-8


5514502100 551450 2100 ENERGY CONSV./ICP B-1


5514502200 551450 2200 ENERGY CONSV./ICP B-2


5514502300 551450 2300 ENERGY CONSV./ICP B-3


5514502400 551450 2400 ENERGY CONSV./ICP B-4
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5514502500 551450 2500 ENERGY CONSV./ICP B-5


5514502600 551450 2600 ENERCY CONSV./ICP B-6


5514502700 551450 2700 ENERGY CONSV./ICP B-7


5514502800 551450 2800 ENERGY CONSV./ICP B-8


5514503009 551450 3009 ICP-IX/ENERGY CONSERVATION


5514503010 551450 3010 ICP-X/ENERGY CONSERVATION


5514503011 551450 3011 ICP-XI/ENERGY CONSERVATION


5514503012 551450 3012 ICP-XII/ENERGY CONSERVATION


5514503100 551450 3100 ENERGY CONSV./ICP C-1


5514503200 551450 3200 ENERGY CONSV./ICP C-2


5514503300 551450 3300 ENERGY CONSV./ICP C-3


5514503400 551450 3400 ENERGY CONSV./ICP C-4


5514503500 551450 3500 ENERGY CONSV./ICP C-5


5514503600 551450 3600 ENERGY CONSV./ICP C-6


5514503700 551450 3700 ENERGY CONSV./ICP C-7


5514503800 551450 3800 ENERGY CONSV./ICP C-8


5514504100 551450 4100 ENERGY CONSV./ICP D-1


5514504200 551450 4200 ENERGY CONSV./ICP D-2


5514504300 551450 4300 ENERGY CONSV./ICP D-3


5514504400 551450 4400 ENERGY CONSV./ICP D-4


5514504500 551450 4500 ENERGY CONSV./ICP D-5


5514504600 551450 4600 ENERGY CONSV./ICP D-6


5514504700 551450 4700 ENERGY CONSV./ICP D-7


5514504800 551450 4800 ENERGY CONSV./ICP D-8


5514505100 551450 5100 ENERGY CONSV./ICP E-1


5514505200 551450 5200 ENERGY CONSV./ICP E-2


5514505300 551450 5300 ENERGY CONSV./ICP E-3


5514505400 551450 5400 ENERGY CONSV./ICP E-4


5514505500 551450 5500 ENERGY CONSV./ICP E-5


5514505600 551450 5600 ENERGY CONSV./ICP E-6


5514505700 551450 5700 ENERGY CONSV./ICP E-7


5514505800 551450 5800 ENERGY CONSV./ICP E-8


5514600000 551460 0000 LOANS


5514700000 551470 0000 T/TA-ICP


5514711000 551471 1000 T/TA CREDIT-ICP A


5514712000 551471 2000 T/TA CREDIT-ICP B


5514713000 551471 3000 T/TA CREDIT-ICP C


5514714000 551471 4000 T/TA CREDIT-ICP D


5514715000 551471 5000 T/TA CREDIT-ICP E


5514801000 551480 1000 ECM CREDIT-ICP A


5514802000 551480 2000 ECM CREDIT-ICP B


5514803000 551480 3000 ECM CREDIT-ICP C


5514804000 551480 4000 ECM CREDIT-ICP D


5514805000 551480 5000 ECM CREDIT-ICP E


5515000000 551500 0000 ADMIN./SALARIES & WAGES


5515010000 551501 0000 ADMIN./FRINGE


5515020000 551502 0000 ADMIN./TRAVEL
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5515030000 551503 0000 ADMIN./EQUIPMENT


5515040000 551504 0000 ADMIN./SUPPLIES


5515050000 551505 0000 ADMIN./CONTRACTUAL


5515060000 551506 0000 ADMIN./INDIRECT CHARGES


5515070000 551507 0000 ADMIN./OTHER


5515080000 551508 0000 PRINTING


5515100000 551510 0000 ENROLLEE/PERSONNEL


5515110000 551511 0000 ENROLLEE/FRINGE


5515120000 551512 0000 ENROLLEE/TRAVEL


5515130000 551513 0000 ENROLLEE/EQUIPMENT


5515140000 551514 0000 ENROLLEE/SUPPLIES


5515150000 551515 0000 ENROLLEE/CONTRACTUAL


5515160000 551516 0000 ENROLLEE/INDIRECT CHARGES


5515170000 551517 0000 ENROLLEE/OTHER


5515200000 551520 0000 OEC/PERSONNEL


5515210000 551521 0000 OEC/FRINGE


5515220000 551522 0000 OEC/TRAVEL


5515230000 551523 0000 OEC/EQUIPMENT


5515240000 551524 0000 OEC/SUPPLIES


5515250000 551525 0000 OEC/CONTRACTUAL


5515260000 551526 0000 OEC/INDIRECT CHARGES


5515270000 551527 0000 OEC/OTHER


5515300000 551530 0000 OEC/CONT.EXPENSE-IN-KIND


5516000000 551600 0000 ADMINISTRATION


5516000015 551600 0015 ADMINISTRATION/SW


5516000025 551600 0025 ADMINISTRATION/WDW RR


5516001000 551600 1000 ADULT ADMINISTRATION


5516001200 551600 1200 IIB-ADULT ADMINISTRATION


5516002000 551600 2000 YOUTH ADMINISTRATION


5516002200 551600 2200 IIB-YOUTH ADMINISTRATION


5516010000 551601 0000 ADMIN/TRANSFER TO ADULT


5516100000 551610 0000 PROGRAM SUPPORT


5516100015 551610 0015 PROGRAM ACTIVITIES/SW


5516100025 551610 0025 PROGRAM ACTIVITIES/WDW RR


5516101000 551610 1000 ADULT PARTICIPANT SUPPORT


5516101200 551610 1200 IIB-ADULT PARTICIPANT SUPPORT


5516102000 551610 2000 YOUTH PARTICIPANT SUPPORT


5516102200 551610 2200 IIB-YOUTH PARTICIPANT SUPPORT


5516110000 551611 0000 PROG SUPPORT/TRANSFER TO ADULT


5516200000 551620 0000 IN-SCHOOL


5516201000 551620 1000 ADULT TRAINING


5516201200 551620 1200 IIB-ADULT TRAINING


5516202000 551620 2000 YOUTH TRAINING


5516202200 551620 2200 IIB-YOUTH TRAINING


5516210000 551621 0000 OUT-OF-SCHOOL


5516300000 551630 0000 MATCH EXPENSE


5516400000 551640 0000 YOUTH
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5516500000 551650 0000 ENROLLMENT INCENTIVE


5516600000 551660 0000 TITLE IV-C BONUS


5516700000 551670 0000 TRAINING COST REBATE


5517000000 551700 0000 PERSONNEL


5517010000 551701 0000 FRINGE BENEFITS


5517020000 551702 0000 TRAVEL


5517030000 551703 0000 EQUIPMENT


5517040000 551704 0000 SUPPLIES


5517050000 551705 0000 CONTRACTUAL


5517060000 551706 0000 CONSTRUCTION


5517070000 551707 0000 OTHER


5517080000 551708 0000 INDIRECT CHARGES


5517300000 551730 0000 FEDERAL SHARE/JTPA


5517310000 551731 0000 NON-FEDERAL SHARE


5518000000 551800 0000 REHABILITATION


5518100000 551810 0000 SERVICES


5518200000 551820 0000 OPERATIONS


5518300000 551830 0000 MATCH EXPENSE


5518400000 551840 0000 PREVENTION


5518500000 551850 0000 ADMINISTRATION


5518600000 551860 0000 FINANCIAL ASSISTANCE


5518700000 551870 0000 HOUSING RELOCATION & STAB.


5518800000 551880 0000 DATA COLLECTION & EVALUATION


5518900000 551890 0000 RAPID RE-HOUSING


5519000000 551900 0000 MATCH EXPENSES


5520100000 552010 0000 ADMINISTRATION


5520200000 552020 0000 PLANNING


5520300000 552030 0000 ENGINEERING


5520400000 552040 0000 REHAB.


5520410000 552041 0000 REHAB.-RENTAL DEMO.


5520500000 552050 0000 ACQUISITION & DISPOSITION


5520600000 552060 0000 RELOCATION


5520700000 552070 0000 CLEARANCE


5520800000 552080 0000 UTILITIES-GAS


5520810000 552081 0000 UTILITIES-ELECTRIC


5520820000 552082 0000 UTILITIES-OTHER


5520900000 552090 0000 WATER SYSTEM


5520910000 552091 0000 SEWER SYSTEM


5521000000 552100 0000 SOLID WASTE


5521100000 552110 0000 COMMUNITY FACILITY


5521110000 552111 0000 NEIGHBORHOOD FACILITIES


5521120000 552112 0000 SENIOR CITIZEN CENTER


5521130000 552113 0000 OTHER FACILITIES/CENTER


5521200000 552120 0000 REMOVAL OF ARCH. BARRIERS


5521300000 552130 0000 PUBLIC SERVICES


5521400000 552140 0000 CODE ENFORCEMENT


5521500000 552150 0000 RECREATION
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5521600000 552160 0000 FIRE PROTECTION


5521700000 552170 0000 PARKING


5521800000 552180 0000 STREETS


5521900000 552190 0000 FLOOD & DRAINAGE


5522000000 552200 0000 ECON.DEV./FACILITY CONST. LOAN


5522010000 552201 0000 ECON.DEV./INFRASTRUCTURE IMP.


5522020000 552202 0000 ECON.DEV./EQUIPMENT-INV. LOANS


5522030000 552203 0000 ECON.DEV./COMM. REHAB. LOANS


5522040000 552204 0000 ECON.DEV./INDUS. REHAB. LOANS


5522050000 552205 0000 ECON.DEV./OTHER


5522100000 552210 0000 OTHER


5522200000 552220 0000 CONTINGENCIES


5522300000 552230 0000 MATCH


5523000000 552300 0000 ADMIN./PERSONNEL-SAL. & WAGES


5523010000 552301 0000 ADMIN./PERSONNEL-FRINGE


5523020000 552302 0000 ADMIN./PERSONNEL-CONSULTANT


5523100000 552310 0000 ADMIN./NON-PERS.-TRAVEL


5523110000 552311 0000 ADMIN./NON-PERS.-SPACE COSTS


5523120000 552312 0000 ADMIN./NON-PERS.-SUPPLIES


5523130000 552313 0000 ADMIN./NON-PERS.-EQUIPMENT


5523140000 552314 0000 ADMIN./NON-PERS.-OTHER


5523200000 552320 0000 OPERATIONS/PERS.-SAL. & WAGES


5523210000 552321 0000 OPERATIONS/PERSONNEL-FRINGE


5523220000 552322 0000 OPERATIONS/PERS.- CONSULTANT


5523300000 552330 0000 OPERATIONS/NON-PERS. - TRAVEL


5523310000 552331 0000 OPERATIONS/NON-PERS. - SPACE


5523320000 552332 0000 OPERATIONS/NON-PERS.- SUPPLIES


5523330000 552333 0000 OPERATIONS/NON-PERS.- EQUIP.


5523340000 552334 0000 OPERATIONS/NON-PERS.- OTHER


5523400000 552340 0000 ADMIN./INDIRECT


5523500000 552350 0000 OPERATIONS/INDIRECT


5524000000 552400 0000 PROGRAM SUPPORT/TRANSPORTATION


5524010000 552401 0000 PROGRAM SUPPORT/TOOLS & EQUIP.


5524020000 552402 0000 PROGRAM SUPPORT/ON-SITE SUPER.


5524030000 552403 0000 PROGRAM SUPPORT/LABOR-PAYROLL


5524040000 552404 0000 PROGRAM SUPPORT/LABOR-SUBCONT.


5524050000 552405 0000 PROGRAM SUPPORT/STORAGE


5524080000 552408 0000 PROGRAM SUPPORT/STRIPPER WELL


5524090000 552409 0000 PROGRAM SUPPORT/PVE


5524100000 552410 0000 MATERIALS


5524110000 552411 0000 MATERIALS/PVE


5524200000 552420 0000 INSURANCE


5524210000 552421 0000 INSURANCE/PVE


5524300000 552430 0000 ADMINISTRATION


5524310000 552431 0000 ADMINISTRATION/OIL


5524320000 552432 0000 ADMINISTRATION/HPG


5524330000 552433 0000 ADMIN/HPG-DOE
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5524400000 552440 0000 DURA TRAINING/TRAVEL


5524410000 552441 0000 CONSUMER EDUCATION


5524890000 552489 0000 TOTAL EARNED GRANT/WX.


5525000000 552500 0000 ADMIN./PERSONNEL


5525010000 552501 0000 ADMIN./FRINGE


5525020000 552502 0000 ADMIN./TRAVEL


5525030000 552503 0000 ADMIN./EQUIPMENT


5525040000 552504 0000 ADMIN./SUPPLIES


5525050000 552505 0000 ADMIN./CONTRACTUAL


5525060000 552506 0000 ADMIN./INDIRECT CHARGES


5525070000 552507 0000 ADMIN./OTHER


5525100000 552510 0000 ENROLLEE/PERSONNEL


5525110000 552511 0000 ENROLLEE/FRINGE


5525120000 552512 0000 ENROLLEE/TRAVEL


5525130000 552513 0000 ENROLLEE/EQUIPMENT


5525140000 552514 0000 ENROLLEE/SUPPLIES


5525150000 552515 0000 ENROLLEE/CONTRACTUAL


5525160000 552516 0000 ENROLLEE/INDIRECT CHARGES


5525170000 552517 0000 ENROLLEE/OTHER


5525200000 552520 0000 OEC/PERSONNEL


5525210000 552521 0000 OEC/FRINGE


5525220000 552522 0000 OEC/TRAVEL


5525230000 552523 0000 OEC/EQUIPMENT


5525240000 552524 0000 OEC/SUPPLIES


5525250000 552525 0000 OEC/CONTRACTUAL


5525260000 552526 0000 OEC/INDIRECT CHARGES


5525270000 552527 0000 OEC/OTHER


5525300000 552530 0000 OEC/CONT. EXPENSE IN-KIND


5526000000 552600 0000 ADMINISTRATION


5526100000 552610 0000 PARTICIPANT SUPPORT


5526200000 552620 0000 TRAINING


5526220000 552622 0000 NON-ADD/SUMMER YOUTH


5526230000 552623 0000 NON-ADD/PARTICIPANT COSTS


5526300000 552630 0000 MATCH EXPENSE


5526400000 552640 0000 YOUTH


5527000000 552700 0000 PERSONNEL


5527010000 552701 0000 FRINGE BENEFITS


5527020000 552702 0000 TRAVEL


5527030000 552703 0000 EQUIPMENT


5527040000 552704 0000 SUPPLIES


5527050000 552705 0000 CONTRACTUAL


5527060000 552706 0000 CONSTRUCTION


5527070000 552707 0000 OTHER


5527080000 552708 0000 INDIRECT CHARGES


5527300000 552730 0000 FEDERAL SHARE/JTPA


5527310000 552731 0000 NON-FEDERAL SHARE


5528000000 552800 0000 REHABILITATION
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5528100000 552810 0000 SERVICES


5528200000 552820 0000 OPERATIONS


5528300000 552830 0000 MATCH EXPENSE


5529000000 552900 0000 MATCH EXPENSES


5530000000 553000 0000 SUBGRANTEE EXPENSES


5530100000 553010 0000 ADMINISTRATION


5530150000 553015 0000 EQUIPMENT


5530200000 553020 0000 PLANNING


5530300000 553030 0000 ENGINEERING


5530400000 553040 0000 REHAB.


5530410000 553041 0000 REHAB.-RENTAL DEMO.


5530430000 553043 0000 REHAB.-CONVERSION


5530500000 553050 0000 ACQUISITION & DISPOSITION


5530600000 553060 0000 RELOCATION


5530700000 553070 0000 CLEARANCE


5530800000 553080 0000 UTILITIES


5530900000 553090 0000 WATER SYSTEM


5530910000 553091 0000 SEWER SYSTEM


5531000000 553100 0000 SOLID WASTE


5531100000 553110 0000 COMMUNITY FACILITY


5531110000 553111 0000 NEIGHBORHOOD FACILITIES


5531120000 553112 0000 SENIOR CITIZEN CENTER


5531130000 553113 0000 OTHER FACILITIES/CENTER


5531200000 553120 0000 REMOVAL OF ARCH. BARRIERS


5531300000 553130 0000 PUBLIC SERVICES


5531400000 553140 0000 CODE ENFORCEMENT


5531500000 553150 0000 RECREATION


5531600000 553160 0000 FIRE PROTECTION


5531700000 553170 0000 PARKING


5531800000 553180 0000 STREETS


5531900000 553190 0000 FLOOD & DRAINAGE


5532000000 553200 0000 ECON.DEV./FACILITY CONST. LOAN


5532010000 553201 0000 ECON.DEV./INFRASTRUCTURE IMP.


5532020000 553202 0000 ECON.DEV./EQUIPMENT-INV. LOANS


5532030000 553203 0000 ECON.DEV./COMM. REHAB. LOANS


5532040000 553204 0000 ECON.DEV./INDUS. REHAB. LOANS


5532050000 553205 0000 ECON.DEV./OTHER


5532100000 553210 0000 OTHER


5532200000 553220 0000 CONTINGENCIES


5532300000 553230 0000 MATCH


5532600000 553260 0000 NEW CONSTRUCTION


5533000000 553300 0000 ADMIN./PERS.-SALARIES & WAGES


5533010000 553301 0000 ADMIN./PERS.-FRINGE


5533020000 553302 0000 ADMIN./PERS.-CONSULTANT


5533100000 553310 0000 ADMIN./NON-PERS.-TRAVEL


5533110000 553311 0000 ADMIN./NON-PERS.-SPACE COSTS


5533120000 553312 0000 ADMIN./NON-PERS.-SUPPLIES
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5533130000 553313 0000 ADMIN./NON-PERS.-EQUIPMENT


5533140000 553314 0000 ADMIN./NON-PERS.-OTHER


5533200000 553320 0000 OPERATIONS/PERS. SAL. & WAGES


5533210000 553321 0000 OPERATIONS/PERSONNEL-FRINGE


5533220000 553322 0000 OPERATIONS/PERS.- CONSULTANT


5533300000 553330 0000 OPERATIONS/NON-PERS. - TRAVEL


5533310000 553331 0000 OPERATIONS/NON-PERS. - SPACE


5533320000 553332 0000 OPERATIONS/NON-PERS.- SUPPLIES


5533330000 553333 0000 OPERATIONS/NON-PERS.- EQUIP.


5533340000 553334 0000 OPERATIONS/NON-PERS.- OTHER


5533400000 553340 0000 ADMIN./INDIRECT


5533500000 553350 0000 OPERATIONS/INDIRECT


5534000000 553400 0000 PROGRAM SUPPORT/TRANSPORTATION


5534010000 553401 0000 PROGRAM SUPPORT/TOOLS & EQUIP.


5534020000 553402 0000 PROGRAM SUPPORT/ON-SITE SUPER.


5534030000 553403 0000 PROGRAM SUPPORT/LABOR-PAYROLL


5534040000 553404 0000 PROGRAM SUPPORT/LABOR-SUBCONT.


5534050000 553405 0000 PROGRAM SUPPORT/STORAGE


5534070000 553407 0000 PS/TOTAL OFFICE EXPENSES


5534080000 553408 0000 PROGRAM SUPPORT/STRIPPER WELL


5534090000 553409 0000 PROGRAM SUPPORT/PVE


5534100000 553410 0000 MATERIALS


5534110000 553411 0000 MATERIALS/PVE


5534200000 553420 0000 INSURANCE


5534210000 553421 0000 INSURANCE/PVE


5534300000 553430 0000 ADMINISTRATION


5534310000 553431 0000 ADMINISTRATION/OIL


5534320000 553432 0000 ADMINISTRATION/HPG


5534330000 553433 0000 ADMIN/HPG-DOE


5534340000 553434 0000 AUDIT


5534400000 553440 0000 DURA TRAINING/TRAVEL


5534410000 553441 0000 CONSUMER EDUCATION


5534420000 553442 0000 HEALTH & SAFETY


5535000000 553500 0000 ADMIN./PERSONNEL


5535010000 553501 0000 ADMIN./FRINGE


5535020000 553502 0000 ADMIN./TRAVEL


5535030000 553503 0000 ADMIN./EQUIPMENT


5535040000 553504 0000 ADMIN./SUPPLIES


5535050000 553505 0000 ADMIN./CONTRACTUAL


5535060000 553506 0000 ADMIN./INDIRECT


5535070000 553507 0000 ADMIN./OTHER


5535100000 553510 0000 ENROLLEE/PERSONNEL


5535110000 553511 0000 ENROLLEE/FRINGE


5535120000 553512 0000 ENROLLEE/TRAVEL


5535130000 553513 0000 ENROLLEE/EQUIPMENT


5535140000 553514 0000 ENROLLEE/SUPPLIES


5535150000 553515 0000 ENROLLEE/CONTRACTUAL
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5535160000 553516 0000 ENROLLEE/INDIRECT


5535170000 553517 0000 ENROLLEE/OTHER


5535200000 553520 0000 OEC/PERSONNEL


5535210000 553521 0000 OEC/FRINGE


5535220000 553522 0000 OEC/TRAVEL


5535230000 553523 0000 OEC/EQUIPMENT


5535240000 553524 0000 OEC/SUPPLIES


5535250000 553525 0000 OEC/CONTRACTUAL


5535260000 553526 0000 OEC/INDIRECT


5535270000 553527 0000 OEC/OTHER


5535300000 553530 0000 OEC/CONTRIBUTION EXP. IN-KIND


5536000000 553600 0000 ADMINISTRAGTION


5536100000 553610 0000 PARTICIPANT SUPPORT


5536200000 553620 0000 TRAINING


5536300000 553630 0000 MATCH EXPENSE


5536400000 553640 0000 YOUTH


5537000000 553700 0000 PERSONNEL


5537010000 553701 0000 FRINGE BENEFITS


5537020000 553702 0000 TRAVEL


5537030000 553703 0000 EQUIPMENT


5537040000 553704 0000 SUPPLIES


5537050000 553705 0000 CONTRACTUAL


5537060000 553706 0000 CONSTRUCTION


5537070000 553707 0000 OTHER


5537080000 553708 0000 INDIRECT CHARGES


5537300000 553730 0000 FEDERAL SHARE/JTPA


5537310000 553731 0000 NON-FEDERAL SHARE


5538000000 553800 0000 REHABILITATION


5538100000 553810 0000 SERVICES


5538200000 553820 0000 OPERATIONS


5538300000 553830 0000 MATCH EXPENSE


5539000000 553900 0000 MATCH EXPENSES


5540100000 554010 0000 ADMINISTRATION


5540200000 554020 0000 PLANNING


5540300000 554030 0000 ENGINEERING


5540400000 554040 0000 REHAB.


5540410000 554041 0000 REHAB./RENTAL DEMO.


5540500000 554050 0000 ACQUISITION & DISPOSITION


5540600000 554060 0000 RELOCATION


5540700000 554070 0000 CLEARANCE


5540800000 554080 0000 UTILITIES-GAS


5540810000 554081 0000 UTILITIES-ELECTRIC


5540820000 554082 0000 UTILITIES-OTHER


5540900000 554090 0000 WATER SYSTEM


5540910000 554091 0000 SEWER SYSTEM


5541000000 554100 0000 SOLID WASTE


5541100000 554110 0000 COMMUNITY FACILITY
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5541110000 554111 0000 NEIGHBORHOOD FACILITIES


5541120000 554112 0000 SENIOR CITIZEN CENTER


5541130000 554113 0000 OTHER FACILITIES/CENTER


5541200000 554120 0000 REMOVAL OF ARCH. BARRIERS


5541300000 554130 0000 PUBLIC SERVICES


5541400000 554140 0000 CODE ENFORCEMENT


5541500000 554150 0000 RECREATION


5541600000 554160 0000 FIRE PROTECTION


5541700000 554170 0000 PARKING


5541800000 554180 0000 STREETS


5541900000 554190 0000 FLOOD & DRAINAGE


5542000000 554200 0000 ECON.DEV./FACILITY CONST.LOANS


5542010000 554201 0000 ECON.DEV./INFRASTRUCTURE IMP.


5542020000 554202 0000 ECON.DEV./EQUIPMENT-INV. LOANS


5542030000 554203 0000 ECON.DEV./COMM. REHAB LOANS


5542040000 554204 0000 ECON.DEV./INDUS. REHAB LOANS


5542050000 554205 0000 ECON.DEV./OTHER


5542100000 554210 0000 OTHER


5542200000 554220 0000 CONTINGENCIES


5542300000 554230 0000 MATCH


5543000000 554300 0000 ADMIN./PERSONNEL-SAL. & WAGES


5543010000 554301 0000 ADMIN./PERSONNEL-FRINGE


5543020000 554302 0000 ADMIN./PERSONNEL-CONSULTANT


5543100000 554310 0000 ADMIN./NON-PERS.-TRAVEL


5543110000 554311 0000 ADMIN./NON-PERS.-SPACE COSTS


5543120000 554312 0000 ADMIN./NON-PERS.-SUPPLIES


5543130000 554313 0000 ADMIN./NON-PERS.-EQUIPMENT


5543140000 554314 0000 ADMIN./NON-PERS.-OTHER


5543200000 554320 0000 OPERATIONS/PERS. SAL. & WAGES


5543210000 554321 0000 OPERATIONS/PERSONNEL-FRINGE


5543220000 554322 0000 OPERATIONS/PERS.- CONSULTANT


5543300000 554330 0000 OPERATIONS/NON-PERS. - TRAVEL


5543310000 554331 0000 OPERATIONS/NON-PERS. - SPACE


5543320000 554332 0000 OPERATIONS/NON-PERS.- SUPPLIES


5543330000 554333 0000 OPERATIONS/NON-PERS.- EQUIP.


5543340000 554334 0000 OPERATIONS/NON-PERS.- OTHER


5543400000 554340 0000 ADMIN./INDIRECT


5543500000 554350 0000 OPERATIONS/INDIRECT


5544000000 554400 0000 PROGRAM SUPPORT/TRANSPORTATION


5544010000 554401 0000 PROGRAM SUPPORT/TOOLS & EQUIP.


5544020000 554402 0000 PROGRAM SUPPORT/ON-SITE SUPER.


5544030000 554403 0000 PROGRAM SUPPORT/LABOR-PAYROLL


5544040000 554404 0000 PROGRAM SUPPORT/LABOR-SUBCONT.


5544050000 554405 0000 PROGRAM SUPPORT/STORAGE


5544080000 554408 0000 PROGRAM SUPPORT/STRIPPER WELL


5544090000 554409 0000 PROGRAM SUPPORT/PVE


5544100000 554410 0000 MATERIALS
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5544110000 554411 0000 MATERIALS/PVE


5544200000 554420 0000 INSURANCE


5544210000 554421 0000 INSURANCE/PVE


5544300000 554430 0000 ADMINISTRATION


5544310000 554431 0000 ADMINISTRATION/OIL


5544320000 554432 0000 ADMINISTRATION/HPG


5544330000 554433 0000 ADMINISTRATION/DOE-HPG


5544400000 554440 0000 DURA TRAINING/TRAVEL


5544410000 554441 0000 CONSUMER EDUCATION


5545000000 554500 0000 ADMIN./PERSONNEL


5545010000 554501 0000 ADMIN./FRINGE


5545020000 554502 0000 ADMIN./TRAVEL


5545030000 554503 0000 ADMIN./EQUIPMENT


5545040000 554504 0000 ADMIN./SUPPLIES


5545050000 554505 0000 ADMIN./CONTRACTUAL


5545060000 554506 0000 ADMIN./INDIRECT


5545070000 554507 0000 ADMIN./OTHER


5545100000 554510 0000 ENROLLEE/PERSONNEL


5545110000 554511 0000 ENROLLEE/FRINGE


5545120000 554512 0000 ENROLLEE/TRAVEL


5545130000 554513 0000 ENROLLEE/EQUIPMENT


5545140000 554514 0000 ENROLLEE/SUPPLIES


5545150000 554515 0000 ENROLLEE/CONTRACTUAL


5545160000 554516 0000 ENROLLEE/INDIRECT


5545170000 554517 0000 ENROLLEE/OTHER


5545200000 554520 0000 OEC/PERSONNEL


5545210000 554521 0000 OEC/FRINGE


5545220000 554522 0000 OEC/TRAVEL


5545230000 554523 0000 OEC/EQUIPMENT


5545240000 554524 0000 OEC/SUPPLIES


5545250000 554525 0000 OEC/CONTRACTUAL


5545260000 554526 0000 OEC/INDIRECT


5545270000 554527 0000 OEC/OTHER


5545300000 554530 0000 OEC/CONTRIBUTION EXP. IN-KIND


5546000000 554600 0000 ADMINISTRATION


5546100000 554610 0000 PARTICIPANT SUPPORT


5546200000 554620 0000 TRAINING


5546300000 554630 0000 MATCH EXPENSE


5546400000 554640 0000 YOUTH


5547000000 554700 0000 PERSONNEL


5547010000 554701 0000 FRINGE BENEFITS


5547020000 554702 0000 TRAVEL


5547030000 554703 0000 EQUIPMENT


5547040000 554704 0000 SUPPLIES


5547050000 554705 0000 CONTRACTUAL


5547060000 554706 0000 CONSTRUCTION


5547070000 554707 0000 OTHER
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5547080000 554708 0000 INDIRECT CHARGES


5547300000 554730 0000 FEDERAL SHARE/JTPA


5547310000 554731 0000 NON-FEDERAL SHARE


5548000000 554800 0000 REHABILITATION


5548100000 554810 0000 SERVICES


5548200000 554820 0000 OPERATIONS


5548300000 554830 0000 MATCH EXPENSE


5549000000 554900 0000 MATCH EXPENSES


5550100000 555010 0000 ADMINISTRATION


5550110000 555011 0000 PROG.INC./ADMIN.


5550200000 555020 0000 PLANNING


5550300000 555030 0000 ENGINEERING


5550400000 555040 0000 REHAB.


5550410000 555041 0000 REHAB.-RENTAL DEMO.


5550500000 555050 0000 ACQUISITION & DISPOSITION


5550600000 555060 0000 RELOCATION


5550700000 555070 0000 CLEARANCE


5550800000 555080 0000 UTILITIES


5550900000 555090 0000 WATER SYSTEM


5550910000 555091 0000 SEWER SYSTEM


5551000000 555100 0000 SOLID WASTE


5551100000 555110 0000 COMMUNITY FAILITY


5551110000 555111 0000 NEIGHBORHOOD FACILITIES


5551120000 555112 0000 SENIOR CITIZENS CENTER


5551130000 555113 0000 OTHER FACILITIES/CENTER


5551200000 555120 0000 REMOVAL OF ARCH. BARRIERS


5551300000 555130 0000 PUBLIC SERVICES


5551400000 555140 0000 CODE ENFORCEMENT


5551500000 555150 0000 RECREATION


5551600000 555160 0000 FIRE PROTECTION


5551700000 555170 0000 PARKING


5551800000 555180 0000 PARKING


5551900000 555190 0000 FLOOD & DRAINAGE


5552000000 555200 0000 ECON.DEV./FACILITY CONST.LOAN


5552010000 555201 0000 ECON.DEV./INFRAS. IMP.


5552020000 555202 0000 ECON.DEV./EQUIP-INV. LOANS


5552030000 555203 0000 ECON.DEV./COMM. REHAB. LOANS


5552040000 555204 0000 ECON.DEV./IND. REHAB LOANS


5552050000 555205 0000 ECON.DEV./OTHER


5552100000 555210 0000 OTHER/MATCH


5552110000 555211 0000 PROG.INC./OTHER


5552200000 555220 0000 CONTINGENCIES


5552300000 555230 0000 MATCH EXPENSES


5552300001 555230 0001 CASH (NON-FEDERAL SOURCES)


5552300002 555230 0002 FOREGONE TAXES, FEES, CHARGES


5552300003 555230 0003 APPRAISED LAND/REAL PROPERTY


5552300004 555230 0004 REQUIRED INFRASTRUCTURE
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5552300005 555230 0005 PROCEEDS/SALE OF MRTG.REV.BOND


5552300006 555230 0006 DONATED SITE PREP. MTS, LABOR


5552300007 555230 0007 DONATED USE-CONSTRUCTION EQUIP


5552300008 555230 0008 DONATED LABOR/PROF. SERVICES


5552300009 555230 0009 SWEAT EQUITY


5552300010 555230 0010 SUPPORTIVE SERVICES


5552300011 555230 0011 HOMEBUYER COUNSELING SERVICES


5552900000 555290 0000 PROGRAM INCOME EXPENDED


5553000000 555300 0000 ADMIN/PERS.-SALARIES & WAGES


5553010000 555301 0000 ADMIN./PERS.-FRINGE


5553020000 555302 0000 ADMIN./PERS.-CONSULTANT


5553100000 555310 0000 ADMIN./NON-PERS.-TRAVEL


5553110000 555311 0000 ADMIN./NON-PERS.-SPACE COSTS


5553120000 555312 0000 ADMIN./NON-PERS.-SUPPLIES


5553130000 555313 0000 ADMIN./NON-PERS.-LEASE


5553140000 555314 0000 ADMIN./NON-PERS.-OTHER DIRECT


5553200000 555320 0000 COST/PERS.-SALARIES & WAGES


5553210000 555321 0000 COST/PERS.-FRINGE


5553220000 555322 0000 COST/PERS.-CONSULTANT


5553300000 555330 0000 COST/NON-PERS.-TRAVEL


5553310000 555331 0000 COST/NON-PERS.-SPACE COSTS


5553320000 555332 0000 COST/NON-PERS.-SUPPLIES


5553330000 555333 0000 COST/NON-PERS.-LEASE


5553340000 555334 0000 COST/NON-PERS.-OTHER DIRECT


5553400000 555340 0000 ADMIN./INDIRECT


5553500000 555350 0000 OPERATIONS/INDIRECT


5554000000 555400 0000 PROGRAM SUPPORT/TRANSPORTATION


5554010000 555401 0000 PROGRAM SUPPORT/TOOLS&EQUIP.


5554020000 555402 0000 PROGRAM SUPPORT/ONSITE SUP.


5554030000 555403 0000 PROGRAM SUPPORT/LABOR-PAYROLL


5554040000 555404 0000 PROGRAM SUPPORT/LABOR-SUB.


5554050000 555405 0000 PROGRAM SUPPORT/STORAGE


5554080000 555408 0000 PROGRAM SUPPORT/STRIPPER WELL


5554090000 555409 0000 PROGRAM SUPPORT/PVE


5554100000 555410 0000 MATERIALS


5554110000 555411 0000 MATERIALS/PVE


5554200000 555420 0000 INSURANCE


5554210000 555421 0000 INSURANCE/PVE


5554300000 555430 0000 ADMINISTRATION


5554310000 555431 0000 ADMINISTRATION/OIL


5554320000 555432 0000 ADMINISTRATION/HPG


5554330000 555433 0000 ADMIN/HPG-DOE


5554400000 555440 0000 DURA TRAINING/TRAVEL


5554410000 555441 0000 CONSUMER EDUCATION


5554501100 555450 1100 ENERGY CONSV./ICP A-1


5554501200 555450 1200 ENERGY CONSV./ICP A-2


5554501300 555450 1300 ENERGY CONSV./ICP A-3
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5554501400 555450 1400 ENERGY CONSV./ICP A-4


5554501500 555450 1500 ENERGY CONSV./ICP A-5


5554501600 555450 1600 ENERGY CONSV./ICP A-6


5554501700 555450 1700 ENERGY CONSV./ICP A-7


5554501800 555450 1800 ENERGY CONSV.ICP A-8


5554502100 555450 2100 ENERGY CONSV./ICP B-1


5554502200 555450 2200 ENERGY CONSV./ICP B-2


5554502300 555450 2300 ENERGY CONSV./ICP B-3


5554502400 555450 2400 ENERGY CONSV./ICP B-4


5554502500 555450 2500 ENERGY CONSV./ICP B-5


5554502600 555450 2600 ENERGY CONSG./ICP B-6


5554502700 555450 2700 ENERGY CONSV./ICP B-7


5554502800 555450 2800 ENERGY CONSV./ICP B-8


5554503100 555450 3100 ENERGY CONSV./ICP C-1


5554503200 555450 3200 ENERGY CONSV./ICP C-2


5554503300 555450 3300 ENERGY CONSV./ICP C-3


5554503400 555450 3400 ENERGY CONSV./ICP C-4


5554503500 555450 3500 ENERGY CONSV./ICP C-5


5554503600 555450 3600 ENERGY CONSV./ICP C-6


5554503700 555450 3700 ENERGY CONSV./ICP C-7


5554503800 555450 3800 ENERGY CONSV./ICP C-8


5554504100 555450 4100 ENERGY CONSV./ICP D-1


5554504200 555450 4200 ENERGY CONSV./ICP D-2


5554504300 555450 4300 ENERGY CONSV./ICP D-3


5554504400 555450 4400 ENERGY CONSV./ICP D-4


5554504500 555450 4500 ENERGY CONSV./ICP D-5


5554504600 555450 4600 ENERGY CONSV./ICP D-6


5554504700 555450 4700 ENERGY CONSV./ICP D-7


5554504800 555450 4800 ENERCY CONSV/ICP D-8


5554505100 555450 5100 ENERGY CONSV./ICP E-1


5554505200 555450 5200 ENERGY CONSV./ICP E-2


5554505300 555450 5300 ENERGY CONSV./ICP E-3


5554505400 555450 5400 ENERGY CONSV./ICP E-4


5554505500 555450 5500 ENERGY CONSV./ICP E-5


5554505600 555450 5600 ENERGY CONSV./ICP E-6


5554505700 555450 5700 ENERGY CONSV./ICP E-7


5554505800 555450 5800 ENERGY CONSV./ICP E-8


5554700000 555470 0000 T/TA-ICP


5554711000 555471 1000 T/TA CREDIT-ICP A


5554712000 555471 2000 T/TA CREDIT-ICP B


5554713000 555471 3000 T/TA CREDIT-ICP C


5554714000 555471 4000 T/TA CREDIT-ICP D


5554715000 555471 5000 T/TA CREDIT-ICP E


5554801000 555480 1000 ECM CREDIT-ICP A


5554802000 555480 2000 ECM CREDIT-ICP B


5554803000 555480 3000 ECM CREDIT-ICP C


5554804000 555480 4000 ECM CREDIT-ICP D
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5554805000 555480 5000 ECM CREDIT-ICP E


5554890000 555489 0000 TOTAL


5555000000 555500 0000 ADMINS/PERSONNEL


5555010000 555501 0000 ADMINS/FRINGE


5555020000 555502 0000 ADMIN/TRAVEL


5555030000 555503 0000 ADMIN/EQUIP.


5555040000 555504 0000 ADMIN/SUPPLIES


5555050000 555505 0000 ADMIN/CONTRACTUAL


5555060000 555506 0000 ADMIN/INDIRECT CHARGES


5555100000 555510 0000 ENROLLEE/PERSONNEL


5555110000 555511 0000 ENROLLEE/FRINGE


5555120000 555512 0000 ENROLLEE/TRAVEL


5555130000 555513 0000 ENROLLEE/EQUIP.


5555140000 555514 0000 ENROLLEE/SUPPLIES


5555150000 555515 0000 ENROLLEE/CONTRACTUAL


5555160000 555516 0000 ENROLLEE/INDIRECT CHARGES


5555170000 555517 0000 ENROLLEE/OTHER


5555200000 555520 0000 OEC/PERSONNEL


5555210000 555521 0000 OEC/FRINGE


5555220000 555522 0000 OEC/TRAVEL


5555230000 555523 0000 OEC/EQUIP.


5555240000 555524 0000 OEC/SUPPLIES


5555250000 555525 0000 OEC/CONTRACTUAL


5555260000 555526 0000 OEC/INDIRECT CHARGES


5555270000 555527 0000 OEC/OTHER


5555300000 555530 0000 OEC/CONTR. EXPENSE/INKIND


5555890000 555589 0000 TOTAL


5556000000 555600 0000 ADMINISTRATION


5556001000 555600 1000 ADULT ADMINISTRATION


5556002000 555600 2000 YOUTH-ADMINISTRATION


5556010000 555601 0000 ADMIN/TRANSFER TO ADULT


5556020000 555602 0000 ADMIN/TRANSFER TO DLW


5556100000 555610 0000 PARTICIPANT SUPPORT


5556101000 555610 1000 ADULT-PARTICIPANT SUPPORT


5556102000 555610 2000 YOUTH-PARTICIPANT SUPPORT


5556110000 555611 0000 PROG SUPPORT/TRANSFER TO ADULT


5556120000 555612 0000 PROG SUPPORT/TRANSFER TO DLW


5556200000 555620 0000 TRAINING


5556201000 555620 1000 ADULT-TRAINING


5556202000 555620 2000 YOUTH-TRAINING


5556300000 555630 0000 ADMIN. STAND-IN COSTS


5556300015 555630 0015 STAND-IN COSTS/ADMIN-WDW SW


5556300025 555630 0025 STAND-IN COSTS/ADMIN. WDW RR


5556310000 555631 0000 PROGRAM STAND-IN COSTS


5556310015 555631 0015 STAND-IN COSTS/PROGRAM-WDW SW


5556310025 555631 0025 STAND-IN COSTS/PROGRAM WDW RR


5556400000 555640 0000 YOUTH
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5556890000 555689 0000 TOTAL


5556900000 555690 0000 PROG.INCOME/EXPENDED ADMIN.


5556900015 555690 0015 PROG. INCOME/EXPENDED ADMIN SW


5556900025 555690 0025 PROG.INCOME/EXPENDED PROG.  RR


5556910000 555691 0000 PROG.INCOME/EXPENDED PROGRAM


5556910015 555691 0015 PROG. INCOME/EXPENDED PROG SW


5556910025 555691 0025 PROG.INCOME/EXPENDED PROG. RR


5557000000 555700 0000 PERSONNEL


5557010000 555701 0000 FRINGE BENEFITS


5557020000 555702 0000 TRAVEL


5557030000 555703 0000 EQUIPMENT


5557040000 555704 0000 SUPPLIES


5557050000 555705 0000 CONTRACTUAL


5557060000 555706 0000 CONSTRUCTION


5557070000 555707 0000 OTHER


5557080000 555708 0000 INDIRECT CHARGES


5557300000 555730 0000 FEDERAL SHARE/JTPA


5557310000 555731 0000 NON-FEDERAL SHARE


5558000000 555800 0000 REHABILITATION


5558100000 555810 0000 SERVICES


5558200000 555820 0000 OPERATIONS


5558300000 555830 0000 MATCH EXPENSE


5558400000 555840 0000 LEVERAGED/PREVENTION


5558500000 555850 0000 LEVERAGED/ADMIN


5558890000 555889 0000 TOTAL GRANTEE EXPENSES


5559000000 555900 0000 MATCH EXPENSE


5559010000 555901 0000 MATCH EXPENSE/OIL-ICP


5559020000 555902 0000 MATCH EXPENSE/OIL-SECP


5559030000 555903 0000 MATCH EXPENSE/OIL-EES


5610100000 561010 0000 ADMIN./PERS.-SALARIES & WAGES


5610110000 561011 0000 ADMIN./PERS.-FRINGE


5610120000 561012 0000 ADMIN./PERS.-CONSULTANT


5610200000 561020 0000 ADMIN./NON-PERS.-TRAVEL


5610210000 561021 0000 ADMIN./NON-PERS.-SPACE COSTS


5610220000 561022 0000 ADMIN./NON-PERS.-SUPPLIES


5610230000 561023 0000 ADMIN./NON-PERS.-EQUIPMENT


5610240000 561024 0000 ADMIN./NON-PERS.-OTHER


5610300000 561030 0000 COST/PERS.-SALARIES & WAGES


5610310000 561031 0000 COST/PERS.-FRINGE


5610320000 561032 0000 COST/PERS.-CONSULTANT


5610400000 561040 0000 COST/NON-PERS.-TRAVEL


5610410000 561041 0000 COST/NON-PERS.-SPACE COSTS


5610420000 561042 0000 COST/NON-PERS.-SUPPLIES


5610430000 561043 0000 COST/NON-PERS.-EQUIPMENT


5610440000 561044 0000 COST/NON-PERS.-OTHER


5610500000 561050 0000 INDIRECT COSTS


5610600000 561060 0000 CASH MATCH EXPENSES
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5610700000 561070 0000 IN-KIND MATCH EXPENSES


5611210000 561121 0000 VOL.SUPP./TRAVEL-LONG DISTANCE


5611500000 561150 0000 VOL.SUPP./CONTRACTUAL SERVICES


5611600000 561160 0000 VOL.SUPP./OTHER-ACCOUNTING


5611610000 561161 0000 VOL.SUPP./OTHER-COMMUNICATIONS


5611620000 561162 0000 VOL.SUPP./OTHER-PRINTING


5611630000 561163 0000 VOL.SUPP./OTHER-SPACE


5611640000 561164 0000 VOL.SUPP./OTHER-AUDIT


5611700000 561170 0000 VOLUNTEER SUPPORT/INDIRECT


5611800000 561180 0000 VOLUNTEER/PERSONNEL-STIPENDS


5611900000 561190 0000 VOLUNTEER/FRINGE-MEALS


5611910000 561191 0000 VOLUNTEER/FRINGE-FICA


5611920000 561192 0000 VOLUNTEER/FRINGE-UNIFORMS


5611930000 561193 0000 VOLUNTEER/FRINGE-INSURANCE


5611940000 561194 0000 VOLUNTEER/FRINGE-RECOGNITION


5611950000 561195 0000 VOLUNTEER/FRINGE-PHYSICALS


5611960000 561196 0000 VOLUNTEER/FRINGE-OTHER


5612000000 561200 0000 VOLUNTEER/TRAVEL


5612100000 561210 0000 VOLUNTEER/WORKSHOPS


5612200000 561220 0000 VOLUNTEER/OTHER


5613000000 561300 0000 SALARIES & FRINGE


5613010000 561301 0000 FRINGE BENEFITS


5613020000 561302 0000 CONSULTANT/PROFESSIONAL


5613100000 561310 0000 TRAVEL


5613110000 561311 0000 SPACE COSTS


5613200000 561320 0000 SUPPLIES


5613300000 561330 0000 EQUIPMENT


5613400000 561340 0000 EQUIPMENT REPAIR &/OR MAINT.


5613500000 561350 0000 CONTRACTUAL


5613600000 561360 0000 OTHER


5613610000 561361 0000 OTHER/TELEPHONE


5613700000 561370 0000 INDIRECT


5620100000 562010 0000 ADMIN./PERS.-SALARIES & WAGES


5620110000 562011 0000 ADMIN./PERS.-FRINGE


5620120000 562012 0000 ADMIN./PERS.-CONSULTANT


5620200000 562020 0000 ADMIN./NON-PERS.-TRAVEL


5620210000 562021 0000 ADMIN./NON-PERS.-SPACE COSTS


5620220000 562022 0000 ADMIN./NON-PERS.-SUPPLIES


5620230000 562023 0000 ADMIN./NON-PERS.-EQUIPMENT


5620240000 562024 0000 ADMIN./NON-PERS.-OTHER


5620300000 562030 0000 COST/PERS.-SALARIES & WAGES


5620310000 562031 0000 COST/PERS.-FRINGE


5620320000 562032 0000 COST/PERS.-CONSULTANT


5620400000 562040 0000 COST/NON-PERS.-TRAVEL


5620410000 562041 0000 COST/NON-PERS.-SPACE COSTS


5620420000 562042 0000 COST/NON-PERS.-SUPPLIES


5620430000 562043 0000 COST/NON-PERS.-EQUIPMENT


195







5620440000 562044 0000 COST/NON-PERS.-OTHER


5620500000 562050 0000 INDIRECT COSTS


5620600000 562060 0000 CASH MATCH EXPENSES


5620700000 562070 0000 IN-KIND MATCH EXPENSES


5621200000 562120 0000 VOL.SUPP./TRAVEL-LOCAL


5621210000 562121 0000 VOL.SUPP./TRAVEL-LONG DISTANCE


5621300000 562130 0000 VOL.SUPP./EQUIPMENT


5621400000 562140 0000 VOL.SUPP./SUPPLIES


5621500000 562150 0000 VOL.SUPP./CONTRACTUAL SERVICES


5621600000 562160 0000 VOL.SUPP./OTHER-ACCOUNTING


5621610000 562161 0000 VOL.SUPP./OTHER-COMMUNICATIONS


5621620000 562162 0000 VOL.SUPP./OTHER-PRINTING


5621630000 562163 0000 VOL.SUPP./OTHER-SPACE


5621640000 562164 0000 VOL.SUPP./OTHER-AUDIT


5621700000 562170 0000 VOLUNTEER SUPPORT/INDIRECT


5621800000 562180 0000 VOLUNTEER/PERSONNEL-STIPENDS


5621900000 562190 0000 VOLUNTEER/FRINGE-MEALS


5621910000 562191 0000 VOLUNTEER/FRINGE-FICA


5621920000 562192 0000 VOLUNTEER/FRINGE-UNIF


5621930000 562193 0000 VOLUNTEER/FRINGE-INSURANCE


5621940000 562194 0000 VOLUNTEER/FRINGE-RECOGNITION


5621950000 562195 0000 VOLUNTEER/FRINGE-PHYSICALS


5621960000 562196 0000 VOLUNTEER/FRINGE-OTHER


5622000000 562200 0000 VOLUNTEER/TRAVEL


5622100000 562210 0000 VOLUNTEER/WORKSHOPS


5622200000 562220 0000 VOLUNTEER/OTHER


5623000000 562300 0000 SALARIES & FRINGE


5623100000 562310 0000 TRAVEL


5623200000 562320 0000 SUPPLIES


5623300000 562330 0000 EQUIPMENT


5623400000 562340 0000 EQUIPMENT REPAIR &/OR MAINT.


5623500000 562350 0000 CONTRACTUAL


5623600000 562360 0000 OTHER


5630000000 563000 0000 SUBGRANTEE EXPENSES


5630100000 563010 0000 AD/P-SALARIES & WAGES


5630110000 563011 0000 AD/P-FRINGE


5630120000 563012 0000 AD/P-CONSULTANT


5630130000 563013 0000 AD/P-ACCRUED LEAVE


5630200000 563020 0000 AD/NP-TRAVEL


5630210000 563021 0000 AD/NP-SPACE COSTS


5630220000 563022 0000 AD/NP-SUPPLIES


5630230000 563023 0000 AD/NP-EQUIPMENT


5630240000 563024 0000 AD/NP-OTHER


5630290000 563029 0000 ADMINISTRATION


5630300000 563030 0000 OP/P-SALARIES & WAGES


5630310000 563031 0000 OP/P-FRINGE


5630320000 563032 0000 OP/P-CONSULTANT
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5630330000 563033 0000 OP/P-ACCRUED LEAVE


5630400000 563040 0000 OP/NP-TRAVEL


5630410000 563041 0000 OP/NP-SPACE


5630420000 563042 0000 OP/NP-SUPPLIES


5630430000 563043 0000 OP/NP-EQUIPMENT


5630440000 563044 0000 OP/NP-OTHER


5630490000 563049 0000 OPERATIONS


5630500000 563050 0000 INDIRECT COSTS


5630600000 563060 0000 CASH MATCH EXPENSES


5630700000 563070 0000 IN-KIND MATCH EXPENSES


5631000000 563100 0000 OP/NP-UTILITY-DEPOSIT


5631010000 563101 0000 OP/NP-UTILITY-PREVENTION


5631100000 563110 0000 OP/NP-RENT-DEPOSIT


5631110000 563111 0000 OP/NP-RENT-PREVENTION


5631120000 563112 0000 OP/NP-RENT-FIRST MONTH


5631200000 563120 0000 OP/NP-CASE MANAGEMENT


5631210000 563121 0000 VS/TRAVEL-LONG DISTANCE


5631300000 563130 0000 OP/NP-TRANSIT


5631400000 563140 0000 OP/NP-SHELTER OPERATIONS


5631500000 563150 0000 OP/NP-DOWNPAYMENT ASSISTANCE


5631600000 563160 0000 VS/OTHER-ACCOUNTING


5631610000 563161 0000 VS/OTHER-COMMUNICATIONS


5631620000 563162 0000 VS/OTHER-PRINTING


5631630000 563163 0000 VS/OTHER-SPACE


5631640000 563164 0000 VS/OTHER-AUDIT


5631650000 563165 0000 VS/OTHER-ACQUISITION


5631700000 563170 0000 VS/INDIRECT


5631800000 563180 0000 V/PERSONNEL-STIPENDS


5631900000 563190 0000 V/FRINGE-MEALS


5631910000 563191 0000 V/FRINGE-FICA


5631920000 563192 0000 V/FRINGE-UNIFORMS


5631930000 563193 0000 V/FRINGE-INSURANCE


5631940000 563194 0000 V/FRINGE-RECOGNITION


5631950000 563195 0000 V/FRINGE-PHYSICALS


5631960000 563196 0000 V/FRINGE-OTHER


5632000000 563200 0000 V/TRAVEL


5632100000 563210 0000 V/WORKSHOPS


5632200000 563220 0000 V/OTHER


5633000000 563300 0000 SALARIES & WAGES


5633001000 563300 1000 SALARIES & WAGES/SS-FED


5633010000 563301 0000 FRINGE BENEFITS


5633011000 563301 1000 FRINGE/SS-FED


5633020000 563302 0000 CONSULTANT/PROFESSIONAL


5633021000 563302 1000 CONSULTANT/SS-FED


5633100000 563310 0000 TRAVEL


5633101000 563310 1000 TRAVEL/SS-FED


5633110000 563311 0000 SPACE COSTS
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5633111000 563311 1000 SPACE COSTS/SS-FED


5633200000 563320 0000 SUPPLIES


5633201000 563320 1000 SUPPLIES/SS-FED


5633210000 563321 0000 PRINTING


5633300000 563330 0000 EQUIPMENT


5633301000 563330 1000 EQUIPMENT/SS-FED


5633400000 563340 0000 EQUIPMENT REPAIR &/OR MAINT.


5633401000 563340 1000 EQ.REPAIR OR MAINT./SS-FED


5633500000 563350 0000 CONTRACTUAL


5633501000 563350 1000 CONTRACTUAL/SS-FED


5633600000 563360 0000 OTHER


5633601000 563360 1000 OTHER/SS-FED


5633610000 563361 0000 OTHER/TELEPHONE


5633611000 563361 1000 OTHER-PHONE/SS-FED


5633620000 563362 0000 OTHER/FEDERAL MATCHING


5633621000 563362 1000 OTHER-FED MATCH/SS-FED


5633630000 563363 0000 OTHER/OTHER MATCHING


5633631000 563363 1000 OTHER-OTHER MATCH/SS-FED


5633640000 563364 0000 OTHER/MISCELLANEOUS


5633641000 563364 1000 OTHER-MISC/SS-FED


5633700000 563370 0000 INDIRECT


5633701000 563370 1000 INDIREC/SS-FED


5633710000 563371 0000 PATIENT CARE/OUTPATIENT


5633800000 563380 0000 MATERIALS


5634000000 563400 0000 SALARIES & FRINGE


5634100000 563410 0000 TRAVEL


5634200000 563420 0000 SUPPLIES


5634300000 563430 0000 EQUIPMENT


5634400000 563440 0000 CONTRACTUAL


5634500000 563450 0000 INPATIENT CARE


5634510000 563451 0000 OUTPATIENT CARE


5634600000 563460 0000 ALTERATIONS/RENOVATIONS


5634700000 563470 0000 OTHER


5635100000 563510 0000 PUBLIC MATCH


5635200000 563520 0000 PRIVATE MATCH


5635300000 563530 0000 BUSINESS VENTURE REGISTRATION


5635400000 563540 0000 BUS. VENTURE FIN. PLACEMENT


5635500000 563550 0000 JOB CREATION


5635600000 563560 0000 PLANNING


5635700000 563570 0000 PROJECTS


5640100000 564010 0000 ADMIN./PERS.-SALARIES & WAGES


5640110000 564011 0000 ADMIN./PERS.-FRINGE


5640120000 564012 0000 ADMIN./PERS.-CONSULTANT


5640200000 564020 0000 ADMIN./NON-PERS.-TRAVEL


5640210000 564021 0000 ADMIN./NON-PERS.-SPACE COSTS


5640220000 564022 0000 ADMIN./NON-PERS.-SUPPLIES


5640230000 564023 0000 ADMIN./NON-PERS.-EQUIPMENT
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5640240000 564024 0000 ADMIN./NON-PERS.-OTHER


5640300000 564030 0000 COST/PERS.-SALARIES & WAGES


5640310000 564031 0000 COST/PERS.-FRINGE


5640320000 564032 0000 COST/PERS.-CONSULTANT


5640400000 564040 0000 COST/NON-PERS.-TRAVEL


5640410000 564041 0000 COST/NON-PERS.-SPACE COSTS


5640420000 564042 0000 COST/NON-PERS.-SUPPLIES


5640430000 564043 0000 COST/NON-PERS.-EQUIPMENT


5640440000 564044 0000 COST/NON-PERS.-OTHER


5640500000 564050 0000 INDIRECT COSTS


5640600000 564060 0000 CASH MATCH EXPENSES


5640700000 564070 0000 IN-KIND MATCH EXPENSES


5641000000 564100 0000 VOL.SUPP./PERSONNEL


5641100000 564110 0000 VOL.SUPP./FRINGE


5641200000 564120 0000 VOL.SUPP./TRAVEL-LOCAL


5641210000 564121 0000 VOL.SUPP./TRAVEL-LONG DISTANCE


5641300000 564130 0000 VOL.SUPP./EQUIPMENT


5641400000 564140 0000 VOL.SUPP./SUPPLIES


5641500000 564150 0000 VOL.SUPP./CONTRACTUAL SERVICES


5641600000 564160 0000 VOL.SUPP./OTHER-ACCOUNTING


5641610000 564161 0000 VOL.SUPP./OTHER-COMMUNICATIONS


5641620000 564162 0000 VOL.SUPP./OTHER-PRINTING


5641630000 564163 0000 VOL.SUPP./OTHER-SPACE


5641640000 564164 0000 VOL.SUPP./OTHER-AUDIT


5641700000 564170 0000 VOLUNTEER SUPPORT/INDIRECT


5641800000 564180 0000 VOLUNTEER/PERSONNEL-STIPENDS


5641900000 564190 0000 VOLUNTEER/FRINGE-MEALS


5641910000 564191 0000 VOLUNTEER/FRINGE-FICA


5641920000 564192 0000 VOLUNTEER/FRINGE-UNIFORMS


5641930000 564193 0000 VOLUNTEER/FRINGE-INSURANCE


5641940000 564194 0000 VOLUNTEER/FRINGE-RECOGNITION


5641950000 564195 0000 VOLUNTEER/FRINGE-PHYSICALS


5641960000 564196 0000 VOLUNTEER/FRINGE-OTHER


5642000000 564200 0000 VOLUNTEER/TRAVEL


5642100000 564210 0000 VOLUNTEER/WORKSHOPS


5642200000 564220 0000 VOLUNTEER/OTHER


5643000000 564300 0000 SALARIES & FRINGE


5643100000 564310 0000 TRAVEL


5643200000 564320 0000 SUPPLIES


5643300000 564330 0000 EQUIPMENT


5643400000 564340 0000 EQUIPMENT REPAIR &/OR MAINT.


5643500000 564350 0000 CONTRACTUAL


5643600000 564360 0000 OTHER


5650100000 565010 0000 ADMIN/PERSONNEL SALARIES & WAG


5650110000 565011 0000 ADMIN/PERSONNEL FRINGE


5650120000 565012 0000 ADMIN/PERSONNEL CONSULTANT


5650200000 565020 0000 ADMIN/NONPERSONNEL TRAVEL


199







5650210000 565021 0000 ADMIN/NONPERSONNEL SPACE COST


5650220000 565022 0000 ADMIN/NONPERSONNEL SUPPLIES


5650230000 565023 0000 ADMIN/NONPERSONNEL LEASE/PUR.


5650240000 565024 0000 ADMIN/NONPERSONNEL O.DIR.COST


5650300000 565030 0000 COST/PERSONNEL SALARIES & WAG


5650310000 565031 0000 COST/PERSONNEL FRINGE


5650320000 565032 0000 COST/PERSONNEL CONSULTANT


5650400000 565040 0000 COST/N-PERSONNEL TRAVEL


5650410000 565041 0000 COST/N-PERSONNEL SPACE COSTS


5650420000 565042 0000 COST/N-PERSONNEL SUPPLIES


5650430000 565043 0000 COST/N-PERSONNEL LEASE& PUR.


5650440000 565044 0000 COST/N-PERSONNEL O.DIR.COST


5650500000 565050 0000 INDIRECT COST


5650600000 565060 0000 CASH MATCH EXP.


5650700000 565070 0000 IN-KIND MATCH EXPENSE


5650710000 565071 0000 EIN PUBLIC MATCH


5650720000 565072 0000 EIN PRIVATE MATCH


5650800000 565080 0000 MATCH EXPENSE


5651000000 565100 0000 VOL-


5651100000 565110 0000 VOL-SUP./FRINGE


5651200000 565120 0000 VOL-SUP./TRAVEL(LOCAL)


5651210000 565121 0000 VOL-SUP./TRAVEL(LONG-DISTANCE)


5652100000 565210 0000 VOL/WORKSHOP


5652200000 565220 0000 VOL/OTHER


5652890000 565289 0000 TOTAL


5653000000 565300 0000 SALARIES/FRINGE


5653100000 565310 0000 TRAVEL


5653200000 565320 0000 SUPPLIES


5653300000 565330 0000 EQUIPMENT


5653400000 565340 0000 EQUIP/REPAIR&MAINT.


5653500000 565350 0000 CONTRACTUAL


5653600000 565360 0000 OTHER


5653720000 565372 0000 MATCH


5654900000 565490 0000 MATCH


5655700000 565570 0000 PROJECTS-REVENUE/ROLLOVER


5655710000 565571 0000 PROJECTS-INTEREST
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Code 


Section


Number Section Name


Page 


Number


410000 TAXES 281


420000 LICENSES, PERMITS AND FEES 283


430000 FINES, FORFEITS & PENALTIES 294


440000 INCOME FROM MONEY AND PROPERTY 295


450000 GRANTS, REFUNDS AND REIMBURSEMENTS 297


460000 HIGHER EDUCATION (STUDENT FEES) 300


470000 SALES AND SERVICES 300


480000 NON-REVENUE RECEIPTS 304


Code Account Name


410000 TAXES


411100 BEVERAGE TAXES


411101 ALCOHOL BEVERAGE EXCISE TAX


411102 MIXED BEVERAGE GROSS RECEIPTS TAX


411107 BEVERAGE TAX


411200 TOBACCO TAXES


411201 CIGARETTE TAX


411210 TOBACCO PRODUCTS TAX


411219 TRIBAL COMPACT IN LIEU TAX PAYMENTS


412100 BUSINESS TAXES


412101 GROSS PRODUCTION TAX - GAS


412102 GROSS PRODUCTION TAX - OIL


412105 PETROLEUM EXCISE TAX


412111 CONSERVATION EXCISE TAX


412122 COIN OPERATORS DEVICE DECAL


412133 FRANCHISE TAX


412144 CORPORATE INCOME TAX
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412155 OCCUPATIONAL HEALTH & SAFETY TAX


412161 CHARITY GAMES TAX


412163 BINGO TAX


412165 GAMING EXCLUSIVITY FEES


412170 HORSE TRACK GAMING


412175 BUSINESS ACTIVITY TAX


412180 MEDICAL MARIJUANA EXCISE TAX


413100 INSURANCE TAXES


413101 INSURANCE PREMIUM TAX


413105 ASSESSMENTS ON WORKERS’ COMPENSATION AWARDS


413111 WORKERS COMPENSATION INSURANCE PREMIUM TAX


413115 SELF-INSURANCE PREMIUM TAX


413121 UNEMPLOYMENT COMPENSATION TAX


413125 OESC COMPUTER FUND ASSESSMENT


414100 LOCAL TAXES


414101 CITY SALES TAX


414105 COUNTY SALES TAX


414107 COUNTY USE TAX


414108 COLLECTIONS AND DEPOSITS CITY USE TAX


414109 COUNTY LODGING TAX


414110 CITY LODGING TAX


414121 AD VALOREM TAX


415100 MOTOR VEHICLE & RELATED TAXES


415125 TAG AGENT REMITTANCE


415181 VEHICLE REVENUE TAX STAMPS


415185 FARM IMPLEMENT TAX STAMPS


415500 FUEL TAX


415501 SPECIAL FUEL USE TAX


415503 SPECIAL FUEL DECAL


415505 DIESEL FUEL EXCISE TAX


415507 FUELS EXCISE TAX
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415509 GASOLINE EXCISE TAX


415512 ALTERNATIVE FUEL SURCHARGE


416100 PERSONAL TAXES


416101 PERSONAL INCOME TAX


416105 INHERITANCE & ESTATE TAX


416131 GIFT TAX ALL FUNDS


417100 SALES AND USE TAXES


417101 SALES TAX


417121 DOCUMENTARY STAMP TAX


417141 USE TAX


417171 AIRCRAFT EXCISE TAX


418100 PARI-MUTUEL TAX


418101 PARI-MUTUEL TAXES


418103 PARI-MUTUEL EXOTIC WAGER


418105 PARI-MUTUEL PICK/FIX TAX


418107 PARI-MUTUEL PICK SEVEN TAX


419100 OTHER TAXES


419101 CONTROLLED DANGEROUS SUBSTANCE TAX


419125 FREIGHT CAR TAX


419151 RURAL ELECTRIC COOPERATIVE TAX


419155 TELEPHONE SURCHARGE TAX


419165 TOURISM GROSS RECEIPT TAX


419171 UNCLAIMED PROPERTY TAX


419175 UNCLASSIFED TAX RECEIPTS


419199 OTHER TAXES


420000 LICENSES, PERMITS AND FEES


420100 ALCOHOLIC BEVERAGE/BEVERAGE


420101 LICENSES, PERMITS, FEES - GENERAL


420121 ALCOHOL BEVERAGE LICENSE


420122 ALCOHOL BEVERAGE ID STAMP FEE


420123 ALCOHOL BOTTLE CLUB MEMBER
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420124 ALCOHOL BOTTLE LABELS


420125 ALCOHOL BRAND FEES


420126 ALCOHOL CERT FEES


420156 BEVERAGE LICENSES


420166 BINGO LICENSE


420500 AGRICULTURE


420511 BRAND REGISTRATION FEES & BOOKS


420515 CHEMICAL LICENSES, PERMITS & FEES


420519 MARKET DEVELOPMENT LICENSES, PERMITS & FEES


420522 PLANT INDUSTRY LICENSES, PERMITS & FEES


420525 FRUIT & VEGETABLE GRADING FEES


420529 MARKET INSPECTION LICENSE, PERMITS & FEES


420532 MEAT INSPECTION & GRADING FEES


420536 SEED FEED


420541 ANIMAL INDUSTRY INSPECTION LICENSES, PERMITS & FEES


420542 WATER QUALITY SWINE FEE


420543 OK COMMODITY STORAGE INDEMNITY FUND


420545 DAIRY LICENSES


420555 REGULATORY BOARDS FEES ASSESSMENTS ON COMMODITY SALE


420900 TOBACCO/CIGARETTE


420915 CIGARETTE LICENSES


420921 TOBACCO PROD LICENSES


421300 DEPARTMENT OF SECURITIES


421381 SECURITIES AGENTS FEES


421382 SECURITIES DEALERS FEES


421383 SECURITIES ON-SITE EXAM FEES & REIMBURSEMENT


421384 SECURITIES ISSUER FEES


421385 SECURITIES EXAMINERS FEES


421386 SEC FINES, CIVIL PENALTY, INVESTIGATION & ADMINISTRATIVE COST


421389 SECURITIES OTHER FEES


421700 WILDLIFE COMMISSION
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421712 FISHING LICENSE


421716 COMBINATION FISH & HUNTING LICENSES


421718 WILDLIFE - OTHER LICENSES, PERMITS & FEES


421722 WILDLIFE HABITAT LICENSE/FEE


421726 WILDLIFE HUNTING LICENSE


422100 HEALTH DEPARTMENT


422109 WIC REBATE PROGRAM


422111 BEDDING STAMPS


422113 HOSPITAL & NURSING HOME LICENSES


422114 CERTIFICATE OF NEED APPLICATION FEES


422115 MIGRANT LABOR


422117 PLUMBING EXAMS & LICENSES


422119 SEPTIC TANK CLEANERS LICENSES


422122 WATER & SEWAGE LICENSES


422124 FOOD/LODGE ESTABL CONST PLAN RV


422126 HOTEL & RESTAURANT LICENSES


422128 BARBER SHOP SAN CERTIFICATES


422129 BARBER LICENSES & FEES


422130 CITY INSPECTORS LICENSE


422131 ELECTRICAL LICENSES & EXAMS


422132 CITY INSPECTORS LICENSES


422133 HEARING AID DEALERS FEES


422135 PHYSICIANS LABORATORY FEES


422137 IMMUNIZATION FEES


422139 PHYSICIANS EMERGENCY MEDICAL SERVICES


422142 ALARM INDUSTRY LICENSES


422144 WATER FACILITY FEE


422146 AIR QUALITY PERMITS


422148 HOME CARE FEES


422149 SPECIAL TESTING FEES


422151 INDUSTRIAL. WASTE FEES


205







Appendix 3: Chart of Accounts – Revenue


OMES: Statewide Accounting Manual
285


Go to main table of contents


Code Account Name


422153 MILK INSPECTION


422155 SCREENING, DIAGNOSIS & TREATMENT


422158 MECHANICAL CONTRACTOR LICENSES


422161 LICENSED PROFESSIONAL COUNSELORS - LICENSES & FEES


422163 PUBLIC WATER SUPPLY FEES


422165 MEDICAL MARIJUANA LICENSE


422167 MEDICAL MARIJUANA COMMERCIAL LICENSE


422171 ENVIRONMENTAL FEES


422175 TRAUMA CARE ASSISTANCE


422177 HOSPICE LICENSING


422179 EMERGENCY MEDICAL SERVICES


422181 HEALTH RESOURCES DEVELOP SVCS


422183 ADULT DAY CARE - HMO - WHP


422185 POOL FEES


422191 BODY PIERCING FEES


422193 MEDICAL MICROPIGMENTATION


422195 TATTOO FEES


422200 DEPARTMENT OF ENVIRONMENTAL QUALITY


422211 AIR QUALITY FEES


422215 UNDERGROUND INJECTION CONTROL FEE


422218 CONSENT ORDERS


422221 HAZARDOUS WASTE FEES


422225 LAB CERTIFICATION FEES


422228 PDES FEES


422231 PLAN REVIEW FEES


422235 PRIVATE SEWAGE FEES


422238 PRIVATE WATER FEES


422241 PUBLIC WATER SUPPLY FEES


422245 RADIATION FEES


422248 SARA TITLE III FEES


422251 SEPTIC TANK FEES
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422253 SEPTIC TANK INSTALLER CERTIFICATION FEE


422255 SOLID WASTE FEES


422258 WATER AND SEWAGE OPERATOR


422261 LEAD ABATEMENT CERTIFICATION FEE


422263 HIGHWAY REMEDIATION LICENSING


422299 UNEARNED REVENUE


422500 BANKING COMMISSION


422521 ANNUAL ASSESSMENT FEE STATE BANK


422525 CREDIT UNION & SAVING & LOAN EXAM FEES


422527 CHARTER APPLICATION FEES


422531 OTHER BANKING FEES & EXAMS


422900 CORPORATION COMMISSION


422919 ANTIFREEZE PERMIT


422921 BRAKE FLUID PERMITS


422923 PIPELINE INSPECTIONS


422925 CERTIFICATE OF  NON-DEVELOPMENT


422929 COTTON GIN LICENSES


422931 MOTOR CARRIER ID PLATES AND REGISTRATION FEES


422932 PUBLIC UTILITY ASSESSMENT FEE


422933 MOTOR CARRIER APPLICATION FEES


422935 WRECKER LICENSE FEES


422937 NATURAL GAS PRICING FEE


422939 TANK OR CONTAINER CALIBRATION FEES


422942 TRANSPORTATION DIVISION FILING FEES


422944 CORPORATE TRANSPORTATION FEES


422946 COMMERCIAL DISPOSAL WELL


422948 COMMERCIAL DISPOSAL PIT


422951 WALK-THRU INTENT TO DRILL FEES


422953 INTENT TO DRILL FEES


422955 INSTALL LICENSES


422956 CONSULTANT FEES
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422957 TANK PERMIT FEES


422959 CORPORATE TRANSFER FEES


422961 TELECOMMUNICATION ASSESSMENT FEE


423200 SECRETARY OF STATE


423211 CORPORATION FILING FEES


423212 DOMESTIC FOR-PROFIT BUSINESS CORPORATION


423213 DOMESTIC LIMITED LIABILITY COMPANY


423214 DOMESTIC LIMITED PARTNERSHIP


423215 OTHER FEES SEC OF STATE


423216 OTHER DOMESTIC FILING


423217 CHARITY/SOLICITOR REGISTRATION


423218 CENTRAL FILING SYSTEM - FARM PERMITS


423219 CORPORATE REGISTERED AGENT FEES


423221 FOREIGN BUSINESS CORPORATION


423222 FOREIGN LIMITED LIABILITY COMPANY


423223 FOREIGN LIMITED PARTNERSHIP


423224 OTHER FOREIGN FILINGS


423231 OTHER FILINGS - DOMESTIC/FOREIGN


423232 OTHER PARTNERSHIPS - DOMESTIC/FOREIGN


423241 CREDIT CARD CONVENIENCE FEE


423251 NOTARY FEES


423299 OTHER FEES


423400 VEHICLE RELATED


423412 REINSTATEMENT OF DRIVERS LICENSES


423413 NON-SUBMITTAL OF LICENSES AND PLATES


423418 DRIVER TRAINERS LICENSES


423421 DRIVER LICENSES MODIFICATION FEES


423431 OVERSIZE TRUCK PERMITS


423432 SPECIAL MOVEMENT FEES


423433 DOCUMENT FUND


423434 OVERWEIGHT TRUCK PERMITS
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423435 SIZE/WEIGHT SPECIAL FEES


423436 ACCOUNT FEES


423437 MOTOR FUEL SPECIAL ASSESSMENT


423438 VEHICLE INSPECTION PERMITS


423439 SPECIAL COMBINATION VEHICLE


423440 FACSIMILE TRANSMISSIONS, RENTALS


423441 VEHICLE INSP/CERT/REBLT


423442 LONG COMBINATION VEHICLE


423443 WRECKER PERMITS


423444 ANNUAL OPERATING AUTHORITY


423445 TRANSPORTATION & RECLAMATION PERMITS


423446 STORED VEHICLE FEE


423447 BUYERS ID CARD FEES


423449 VEHICLE INSPECTION STATION PERMITS


423450 ALTERNATIVE FUELS COMPRESSION TRAINEE CERTIFICATE


423451 COMMERCIAL VEHICLE LICENSES


423452 ABANDONED VEHICLE FEES


423453 SPECIAL LICENSES & PARKING DECALS - DPS


423454 STORED VEHICLE RELEASE


423455 MOBILE HOME LICENSES


423456 MOBILITY IMPAIRED DRIVER PLACARDS


423457 ALTERNATIVE FUELS INSTALLER PERMIT


423458 ALTERNATIVE FUELS TECHNICIAN - CERTIFICATION & TEST


423459 SPECIAL PURPOSE ANNUAL


423460 SPECIAL PURPOSE DRIVEAWAY


423461 ANNUAL VEHICLE PERMIT


423462 ANNUAL SOIL, TREE, HAY


423600 COURTS


423611 COURT FILING FEES - SUPREME, APPEALS & DISTRICT CRT


423615 LITIGATION FEE - STATE INDUSTRIAL COURT


423619 COURT FEES FOR DATA PROCESSING
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423623 SOLICITORS FEE


423627 COURT ADMINISTRATIVE FEES


423800 ELECTION


423821 FILING, PROTEST & RECOUNT FEES


423900 EDUCATION


423901 SCHOOL LUNCH WORKSHOP FEES


423905 TEACHERS EXAMINATION FEE


423909 CURRICULUM GUIDES FEES


423912 GENERAL EDUCATION FEES


423915 TECHNOLOGY SERVICES FEE


423918 SPECIAL TESTING FEES


423920 IDENTIFICATION CARD FEES


424200 BUSINESS


424201 CORPORATE FARMING & RANCHING REGISTRATION FEES


424205 TELECOMMUNICATION ASSESSMENT FEE


424206 PREPAID WIRELESS 911 FEE


424207 EMPLOYMENT AGENCY LICENSES


424208 911 FEES – WIRELESS AND VOIP


424212 FIREWORKS LICENSES


424213 FUNERAL SERVICES LICENSING FEES


424214 HOTELS, RESTAURANTS, ETC. LICENSES


424218 BOARDING HOME LICENSES


424222 RURAL ELECTRIC CO-OP LICENSES


424226 USED EQUIPMENT LICENSES


424228 PRIVATE SCHOOLS LICENSES


424232 COIN OPERATED DISTRIBUTION PERMIT


424236 DISTR & MFG OF DANGEROUS SUBSTANCES FEES


424238 SAFETY FEES


424241 BOXING EVENT ASSESSMENT


424245 PROFESSIONAL SPORTING TICKET FEES


424251 SALES VENDORS LIST
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424252 CONTRACT MANAGEMENT FEE


424253 SALES TAX PERMIT


424259 WASTE TIRE RECYCLING FEES


424261 MARGINAL WELL FEE


424262 ENERGY RESOURCES ASSESSMENT


424263 WORKER’S COMP NON-COVERAGE FEE


424265 CHARITY GAMES LICENSES


424267 HANDICAPPED CONTRACTS FEE


424269 GAMING COMPACT FEES


424271 LOTTERY RETAIL APPLICATION FEE


424600 INSURANCE AGENTS


424601 INSURANCE AGENTS LICENSES


424603 INTERSTATE RETALIATORY FEES


424610 WEATHER MODIFICATION ASSESSMENT


424612 INSURANCE COMPANY LICENSES


424614 ANNUAL REVIEW FEES


425400 MEDICAL PROFESSIONAL


425401 BURIAL BOARD LICENSES & FEES


425411 CHIROPRACTIC EXAMINERS LICENSES & FEES


425416 CHIROPODY BOARD LICENSES & FEES


425421 DENTAL REGISTRATION, EXAMINATION & OTHER FEES


425426 EMBALMERS & FUNERAL DIRECTORS LICENSES & FEES


425431 PRACTICING ELECTROLOGISTS LICENSES & FEES


425436 PHYSICIANS LICENSES & FEES


425441 NURSES REGISTRATION, LICENSES & FEES


425446 OPTOMETRY EXAMINATION, LICENSES & FEES


425451 OSTEOPATHY BOARD - LICENSES & FEES


425456 PSYCHOLOGIST LICENSES & OTHER FEES


425461 PHARMACY BOARD LICENSES & FEES


425466 VETERINARY LICENSES, FEES & OTHER CHARGES


425471 PERFUSIONIST’S BOARD LICENSES AND FEES
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425600 STATE BOND ADVISOR FEE


425601 STATE BOND ADVISOR FEE


425800 OTHER PROFESSIONAL


425801 ACCOUNTANT APPLICATION FEES


425803 ACCOUNTANT REGISTRATION FEES


425804 SUBSTANTIAL EQUIVALENT REGISTRATION FEE


425805 ACCOUNTANT PERMIT FEES


425806 ARCHITECT BOARD LICENSES & FEES


425807 COSMETOLOGY LICENSES & OTHER FEES


425811 BARBER LICENSES & FEES


425813 DRY CLEANERS LICENSES & OTHER FEES


425815 ENGINEERS LICENSES, PERMITS & OTHER FEES


425817 ABSTRACTORS LICENSES & FEES


425818 AUDIT REPORT FILING FEE


425821 FORESTERS BOARD LICENSES & FEES


425826 MECHANICAL CONTRACTOR LICENSES


425831 LICENSED PROFESSIONAL COUNSELORS-LICENSES & FEES


425832 LICENSED SOCIAL WORKERS FEES


425836 MOTOR VEHICLE COMMISSION LICENSES & FEES


425841 MINES - OPERATORS FEES


425843 MINES - CERTIFICATE OF COMPETENCY & RECLAMATION FEES


425844 MINES - PERMIT AND PERMIT RENEWAL FEES


425845 MINES - PERMIT REVISION FEES


425846 NURSING HOME ADMINISTRATORS LICENSES


425847 NURSING HOME CLASSIFICATION FEES


425848 HOSPITAL OFFSET PAYMENT PROGRAM FEE


425849 POLYGRAPH EXAMINERS LICENSES & FEES


425851 SALVAGE DEALERS LICENSES


425854 SANITARIANS REGISTRATION LICENSES & FEES


425858 FEED SEED FERTILIZATION  LIAB PERMITS


425861 SPEECH PATHOLOGY & AUDIOLOGY LICENSES & FEES
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425863 TEACHERS CERTIFICATES


425866 USED MOTOR VEHICLE DEALERS LICENSES


425868 USED MOTOR VEHICLE SALESMEN LICENSES


425871 AUTOMOTIVE DISMANTLER & RECYCLERS LICENSES


425875 LANDSCAPE ARCHITECTS FEES


425879 REAL ESTATE COMMISSION LICENSES & FEES


425881 CERTIFIED COURT REPORTER FEES


425882 COURTROOM INTERPRETER FEES


425883 MUNICIPAL CLERKS & TREASURERS TRAINING FEES


425885 EMPLOYEE DISHONESTY BOND FEES


425886 TAG AGENT SURETY BOND FEES


425887 OSTEOPATHIC & OTHER FEES


425888 PRIVATE INVESTIGATOR & SECURITY GUARD LICENSES & FEES


426200 HORSE RACING


426201 HORSE RACING COMMISSION LICENSES & FEES


426203 HORSE DRUG TESTING FEES


426214 ADMISSION FEES


426220 OFF-TRACK WAGERING FEES


426225 PARTICIPATING TRIBE GAMING FAC


428100 OTHER


428101 AIRCRAFT LICENSE FEES


428103 CANINE LICENSE FEES


428107 AMATEUR RADIO OPERATORS LICENSES


428115 WATER RESOURCES PERMIT FEES


428118 PUBLIC WATER SUPPLY FEES


428121 PAYROLL DEDUCTIONS & ASSESSMENT FEES


428131 LOAN APPLICATION & CLOSING FEES


428141 WEATHER MODIFICATION LICENSE & FEES-WATER RESOURCE


428144 LABORATORY ANALYSIS FEES


428151 CONSUMER CREDIT LICENSES, FEES & OTHER CHARGES


428153 EXEMPT ORGANIZATION FEES
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428161 LIQUEFIED PETROLEUM PERMITS & FEES


428171 COURT-ORDERED ACCOUNT MAINTENANCE FEES


428172 CREDIT CARD PROGRAM FEES


428173 REJECTED WARRANT FEES


428174 TOP PAYMENT PROCESSING FEES


428175 CONVENIENCE FEES - PORTAL


428181 FACSIMILE MACHINE FEES


428199 OTHER LICENSES, PERMITS & FEES


430000 FINES, FORFEITS & PENALTIES


431100 HORSE RACING


431101 HORSE RACING - FINES


431103 BREAKAGE & UNVOUCHERED TICKET FORFEITURES


431300 CORPORATION COMMISSION


431301 WELL PLUGGING FINES & PENALTIES


431313 UST - FINES & PENALTIES


431315 MOTOR CARRIER CITATIONS & FINES


431500 HEALTH DEPARTMENT


431501 ASSISTED LIVING FINES


431503 DRUG/ALCOHOL TESTING FINES


431505 RESIDENTIAL CARE FINES


431507 JAIL FINES


431509 OLS FINES – HEARING AID


432100 CRIME VICTIMS’ COMPENSATION BOARD


432101 CRIME VICTIM COMPENSATION ASSESSMENTS


433100 OTHER FINES, FORFEITS & PENALTIES


433101 COURT AND COURT MARTIAL FINES


433102 LIBRARY FINES


433103 PARKING FINES


433105 MOVING VEHICLE VIOLATION FINES


433107 SALE OF CONTRABAND


433111 CHILD LABOR CIVIL PENALTIES
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433113 WORKERS’ COMPENSATION COMPLIANCE FINES


433115 MINING OPERATION PENALTIES


433121 PERFORMANCE BOND FORFEIT


433125 FORFEIT OF FILING FEES


433127 ELECTION BOARD FILING FEES (added 6/02)


433131 TRUCKING FUND PENALTIES


433141 FISH & GAME LAW FINES


433144 LATE PAYMENT FINES & PENALTIES


433145 LATE ENROLLMENT FEES


433146 ALTERNATIVE FUELS NON COMPLIANCE PENALTY


433147 RETURNED CHECK CHARGES


433151 OIL & GAS THEFT RECOVERY FINES & FORFEITURES


433153 SURETY BONDS FORFEITED


433155 ACCOUNTANCY BOARD - FINES


433161 CLEET - PENALTY ASSESSMENT


433162 CLEET - OSBI ANALYST FEE


433163 CLEET - OSBI AFIS FEE


433164 CLEET - OSBI FORENSIC FEE


433165 OSBI EXPUNGEMENT FEE


433199 OTHER FINES FORFEITS AND PENALTIES


440000 INCOME FROM MONEY AND PROPERTY


441100 INVESTMENT INCOME


441101 INTEREST ON BANK DEPOSITS


441103 ASSESSMENTS ON TIME DEPOSITS


441105 INTEREST ON INVESTMENTS


441115 INCOME INVESTMENT OF ENDOWMENT FUNDS


441121 INTEREST ON INVESTMENT OF FEDERAL FUNDS


441133 INTEREST ON INVESTMENT OF ESCROW ACCOUNTS


441136 INTEREST INVESTMENT OF ENDOWMENT FUNDS


441142 DIVIDENDS FROM INVESTMENTS


441154 CAPITAL GAINS FROM INVESTMENTS
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441199 OTHER INVESTMENT INCOME


442100 INCOME FROM BONDS


442101 PREMIUMS ON SALE OF BOND


442112 ACCRUED INTEREST ON THE PURCHASE OF BONDS


442123 AMORTIZATION OF DISCOUNTS ON INVESTMENTS


443100 INCOME FROM RENT


443101 RENT FROM LAND


443103 RENT FROM BUILDINGS


443105 RENT FROM EQUIPMENT


443107 RENT FROM BUILDINGS


443113 RENT FROM EQUIPMENT


443122 RENT ENDOWMENT PROPERTY


443173 INTER AGENCY - RENT FROM BUILDINGS


443175 INTER AGENCY - RENT FROM EQUIPMENT


443183 INTRA AGENCY - RENT FROM BUILDINGS


443185 INTRA AGENCY - RENT FROM EQUIPMENT


443199 OTHER RENT - MAIL BOXES ETC.


444100 INCOME FROM ROYALTIES


444105 ROYALTIES FROM GAS


444107 ROYALTIES FROM OIL


444122 ROYALTIES FROM OIL, GAS & OTHER MINERALS


444133 ROYALTIES FROM OTHER MINERALS


444141 ROYALTIES FROM OIL & GAS & OTHER MINERALS


444158 ROYALTIES-PUBLICATIONS, PATENTS, ETC.


444199 OTHER ROYALTIES (PUBLICATIONS, PATENTS, ETC.)


445100 OTHER INCOME SOURCES


445101 SEC 13 & NEW COLLEGE FUNDS -SCHOOL LAND COMMISSION


445103 INTEREST, OTHER CHARGES ON STUDENT LOANS


445111 RIGHT-OF-WAY EASEMENTS


445121 SEISMIC TESTING


445199 OTHER INCOME FROM MONEY & PROPERTY
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446100 PRINICPAL INCOME FROM LEASES


446200 INTEREST INCOME FROM LEASES


450000 GRANTS, REFUNDS AND REIMBURSEMENTS


451100 INSURANCE & OTHER REIMBURSEMENTS FOR DAMAGES


451101 INSURANCE & OTHER REIMBURSEMENTS FOR DAMAGED PROP.


451102 RECEIPTS FROM RE-INSURANCE


451111 DEFICIENCY JUDGE


452000 INTER-AGENCY RECEIPTS FOR GENERAL EXPENSES


452001 INTER-AGENCY PAYMENTS FOR PERSONAL SERVICES


452003 INTER-AGENCY TRAVEL EXPENSES


452005 INTER-AGENCY ADMINISTRATIVE EXPENSES


452007 INTER-AGENCY PROPERTY, FURNITURE, EQUIP & RELATED DEBT


452071 REIMBURSEMENTS FOR PERSONAL SERVICES


452073 REIMBURSEMENTS FOR TRAVEL EXPENSES


452075 REIMBURSEMENTS FOR ADMINISTRATIVE EXPENSES


452076 PAYMENT FOR SECURITY CONTRACT


452077 REIMBURSEMENTS FOR PROPERTY, FURNITURE, EQUIP & REL. DEBT


452078 REIMBURSEMENTS FOR WARRANT IMAGING


452100 INTER-AGENCY RECEIPTS FOR DATA PROCESSING


452117 INTER-AGENCY DATA PROCESSING EXPENSES


452200 INTER-AGENCY RECEIPTS FOR TELECOMMUNICATIONS


452229 INTER-AGENCY TELECOMMUNICATIONS EXPENSE 


452300 INTER-AGENCY RECEIPTS FOR MOTOR POOL


452333 INTER-AGENCY MOTOR POOL EXPENSES 


452400 INTER-AGENCY RECEIPTS FOR RISK MGMT INS PREMIUMS


452445 INTER-AGENCY RISK MANAGEMENT INSURANCE PREMIUMS - OMES


452500 INTER-AGENCY RECEIPTS FOR CENTRAL PRINTING


452557 INTER-AGENCY CENTRAL PRINTING EXPENSES 


453000 INTRA-AGENCY RECEIPTS FOR GENERAL EXPENSES


453001 INTRA-AGENCY PERSONAL SERVICES EXPENSE


453003 INTRA-AGENCY TRAVEL EXPENSES
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453005 INTRA-AGENCY ADMINISTRATIVE EXPENSES


453007 INTRA-AGENCY PROPERTY, FURNITURE, EQUIP & RELATED DEBT


453081 REIMBURSEMENTS FOR PERSONAL SERVICES


453083 REIMBURSEMENTS FOR TRAVEL EXPENSES


453085 REIMBURSEMENTS FOR ADMINISTRATIVE EXPENSES


453087 REIMBURSEMENTS FOR PROPERTY, FURNITURE, EQUIP & REL. DEBT


453100 INTRA-AGENCY RECEIPTS FOR DATA PROCESSING


453117 INTRA-AGENCY DATA PROCESSING EXPENSES


453200 INTRA-AGENCY RECEIPTS FOR TELECOMMUNICATIONS


453229 INTRA-AGENCY TELECOMMUNICATIONS EXPENSES


453300 INTRA-AGENCY RECEIPTS FOR MOTOR POOL


453333 INTRA-AGENCY MOTOR POOL EXPENSES


453400 INTRA-AGENCY RECEIPTS FOR RISK MGMT INS PREMIUMS


453445 INTRA-AGENCY RISK MGMT INSURANCE PREMIUMS


453500 INTRA-AGENCY RECEIPTS FOR CENTRAL PRINTING


453557 INTRA-AGENCY CENTRAL PRINTING EXPENSES


454100 RECEIPTS FROM LOCAL GOVERNMENTS


454101 CO-OPERATIVE PROJECTS


454102 REIMBURSEMENT OF FUNDS SPENT


454103 PAYMENT FOR SERVICES


454104 LOCAL COURT FUNDS


454105 REIMBURSEMENTS FOR PROPERTY, FURNITURE, EQUIP & REL. DEBT


454106 REFUND OF FEDERAL GRANTS


455000 FEDERAL GRANTS


455100 FEDERAL GRANTS-IN-AID


455101 FEDERAL GRANTS-IN-AID


455102 REIMBURSEMENT OF INDIRECT COSTS


455200 FEDERAL REIMBURSEMENTS


455201 FEDERAL REIMBURSEMENTS


455202 REIMBURSEMENT OF INDIRECT COSTS


455300 FEDERAL APPROPRIATIONS
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455301 FEDERAL APPROPRIATIONS


455302 REIMBURSEMENT OF INDIRECT COSTS


455400 FEDERAL LOANS


455401 FEDERAL LOAN


455402 REIMBURSEMENT OF INDIRECT COSTS


455500 FEDERAL FUNDS RECEIVED FROM NON-GOVT AGENCIES


455501 FEDERAL FUNDS RECEIVED FROM NON-GOVT AGENCIES


455502 REIMBURSEMENT OF INDIRECT COSTS


455600 FEDERAL FUNDS FROM OTHER STATE AGENCIES


455601 FEDERAL FUNDS FROM OTHER STATE AGENCY


455602 REIMBURSEMENT OF INDIRECT COSTS


455700 ARRA FUNDS


455701 ARRA GRANTS-IN-AID


455702 ARRA FEDERAL REIMBURSEMENTS


455703 ARRA INTERAGENCY RECEIPTS


456000 INTER AGENCY GRANTS


456001 INTER-AGENCY GRANTS - NON-FEDERAL


456100 GRANTS & DONATIONS - PRIVATE SOURCES


456101 GRANTS & DONATIONS FOR OPERATIONS - PRIVATE SOURCE


456102 GRANTS & DONATIONS FOR CAPITAL PROJECTS - PRIVATE


458100 REIMBURSEMENTS - NON FEDERAL


458101 REFUND OF MONEY PREVIOUSLY DISBURSED - GOODS & SERVICES


458103 COST RECOVERY


458105 REIMBURSEMENT FOR FUNDS EXPENDED


458110 DEPOSIT IMPREST CASH


458111 DEPOSIT IMPREST CASH


458115 REFUND OF MONEY ADVANCED TO AN AGENCY


458200 REFUNDS-NON FEDERAL


458202 BROKER COMMISSION REFUNDS (SOFT DOLLARS)


459100 OTHER GRANTS, REFUNDS & REIMBURSEMENTS


459102 FICA RECOVERY PROJECT
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459120 REPAYMENT OF LOANS


459121 REPAYMENT OF LOANS


459131 REFUND PER LEGAL SETTLEMENT


459151 PHARMACEUTICAL REBATE


459171 PROGRAM INCOME


459191 SPECIAL DISTRIBUTIONS


459195 GRANT DISTRIBUTION REFUND (RESTRICTED USE)


459199 OTHER GRANTS, REFUNDS & REIMBURSEMENTS


460000 HIGHER EDUCATION (STUDENT FEES)


461100 TUITION & INSTRUCTION FEES


461101 GENERAL ENROLLMENT FEE


461105 NON-RESIDENT TUITION FEE


461112 CORRESPONDENCE STUDY FEES


461121 EXTENSION STUDY TUITION FEES


461125 REMEDIAL COURSE FEE


461199 SPECIAL INSTRUCTION FEES


463600 OTHER FEES


463612 EXTENSION DIVISION INCOME


463638 INSTRUCTIONAL FACILITY, EQUIPMENT & MATERIAL USAGE


463641 APPLICATION FOR ADMISSION FEES


463663 SPECIAL TESTING FEES


463667 SPECIAL ENROLLMENT FEES (PROCESSING)


463677 STUDENT ACTIVITY FEES


463678 STUDENT FEES FOR CENTERS


463681 GRADUATION FEES


463683 STUDENT ASSESSMENT FEE


463684 STUDENT TECHNOLOGY SERVICES FEE


463699 OTHER STUDENT FEES


470000 SALES AND SERVICES


471100 AGRICULTURAL


471101 ANIMAL HUSBANDRY
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471110 EXTENSION DIVISION INCOME


471111 EXTENSION DIVISION INCOME


471122 FARM PRODUCTS GENERAL


471124 FARM PRODUCTS DAIRY


471126 FARM PRODUCTS LIVESTOCK


471128 FARM PRODUCTS POULTRY


471131 LIVESTOCK


471134 POULTRY


471142 LIVESTOCK INSPECTION


471144 POULTRY INSPECTION


472100 LICENSES, FEES


472101 APPLICATION DEPOSITS


472105 APPOINTMENT OF AGENT


472110 ORGANIZATIONS, OTHER


472111 ORGANIZATIONS, OTHER


472112 SEALS


472114 TRADEMARKS


472118 MARKETING INSPECTION AND LICENSE


472300 LOTTERY SALES


472301 LOTTERY TICKETS REVENUE


472303 LOTTERY INSTANT TICKET REVENUE


472305 LOTTERY ON-LINE GAMES REVENUE


473100 SALES OF SERVICES


473101 CLERICAL SERVICES V. A.


473102 CRIMINAL RECORD SEARCH


473103 FILM LIBRARY RENTALS


473105 CHARGE FOR SERVICES


473110 PARKING REVENUES - HEALTH SCIENCES CENTER


473111 PARKING REVENUES - OTHER


473115 POST OFFICE INCOME


473121 RECORDING CHARGES
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473125 RESEARCH SALES


473127 ADVERTISING SERVICES


473131 DATA PROCESSING SERVICES


473135 POSTAL SERVICES


473140 WILDLIFE CONSERVATION COMMISSION SERVICES


473141 FISH AND WILDLIFE SERVICES


473151 SALE OF SERVICES ANATOMICAL BOARD


473161 CENTRALIZED PROCESSING FEES


473171 INTER-AGENCY - DATA PROCESSING SERVICES


473172 INTER-AGENCY - CRIMINAL RECORD SEARCH


473175 INTER-AGENCY - POSTAL SERVICES


473176 INTER-AGENCY - LABORATORY & MEDICAL SERVICES


473181 INTRA-AGENCY - DATA PROCESSING SERVICES


473185 INTRA-AGENCY - POSTAL SERVICES


473186 INTRA-AGENCY - LABORATORY & MEDICAL SERVICES


473199 SALE OF SERVICE (E.G., LAUNDRY, XEROX COPIER, MEDICARE)


473300 SALE OF UTILITIES


473301 SALE OF UTILITIES


473310 TELEPHONE PAY STATIONS AND REIMBURSEMENTS


473333 TELECOMMUNICATIONS


473371 INTER-AGENCY - SALE OF UTILITIES


473373 INTER-AGENCY - TELECOMMUNICATIONS


473374 NETWORK SERVICES


473375 SYSTEMS SERVICES


473376 INTER-AGENCY PORTAL SERVICES


473381 INTRA-AGENCY - SALE OF UTILITIES


473383 INTRA-AGENCY - TELECOMMUNICATIONS


474100 SALES OF DOCUMENTS & MERCHANDISE


474101 BIRTH & DEATH CERTIFICATES


474105 COPIES OTHER DOCUMENTS


474106 CERTIFIED DOCUMENTS
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474110 CERTIFIED COPY - STUDENT RECORDS


474111 CERTIFIED COPIES - STUDENT RECORDS


474122 FOOD & BEVERAGE SALES


474124 COMMISSARY AND CONCESSION INCOME


474131 MANUFACTURED PRODUCT SALES


474135 MERCHANDISE SALES


474137 TAXES COLLECTED


474141 PRINTING INCLUDING SALE OF PUBLICATIONS PRODUCED


474171 INTER-AGENCY - PRINTING


474181 INTRA-AGENCY - PRINTING


474199 TAXES COLLECTED


475100 MEDICAL SERVICES


475103 HOSPITAL SERVICES


475105 OUT-PATIENT HEALTH SERVICES & SALES


475107 INSTITUTIONAL CARE


475109 PRIVATE INSURANCE REIMBURSEMENT


475122 PROFESSIONAL FEES FOR PATIENT CARE


475123 INFIRMARY


475125 SALE OF PLASMA


476100 RENTS


476101 CHARGES USE OF RECREATIONAL EQUIPMENT & FACILITIES


476103 FILM LIB REVENUES


476105 MOTOR VEHICLES


476131 HOUSING STUDENT & FACULTY


476135 HOUSING TRANSIENT


476137 HOUSING OTHER


476171 INTER-AGENCY - RECREATIONAL EQUIPMENT & FACILITIES


476175 INTER-AGENCY - MOTOR VEHICLES


476181 INTRA-AGENCY - RECREATIONAL EQUIPMENT & FACILITIES


476185 INTRA-AGENCY - MOTOR VEHICLES


476199 OTHER RENT - MAIL BOXES ETC.
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477100 STATE INSURANCE FUND & RELATED


477101 INSURANCE PREMIUMS - STATE INSURANCE FUND-NON GOVT


477105 INSURANCE PREMIUMS - STATE INSURANCE FUND-ST AGENCY


477110 INSURANCE PREMIUMS - LOCAL GOVERNMENTS


477111 INSURANCE PREMIUMS - LOCAL GOVERNMENTS


477115 STATE INSURANCE FUND - OTHER INSURANCE PREMIUMS


477173 INTER-AGENCY - INSURANCE PREMIUMS


477181 INTRA-AGENCY - INSURANCE PREMIUMS


478100 REGISTRATION, ACTIVITY CHARGES, & OTHER TUITION


478101 ORGANIZED ACTIVITIES RELATED TO EDUC INST OR DEPTS


478105 REGISTRATION FEES


478113 TUITION INCOME - NOT HIGHER EDUCATION


478121 RECREATIONAL ADMISSIONS, LICENSES AND PERMITS


479100 OTHER SALES AND SERVICES


479101 REPAIR - REPLACEMENT OF DAMAGED OR BROKEN PROPERTY


479121 PAPER AND OTHER RECYCLABLE MATERIALS


479131 NOTIFICATION OF CONFINEMENT TO SOCIAL SECURITY ADM


479199 OTHER SALES & SERVICES


480000  NON-REVENUE RECEIPTS


481100 CONTRIBUTIONS, JUDGMENTS, & FORFEITS


481101 CONTRIBUTIONS - CAPITAL OUTLAY


481102   CONTRIBUTIONS - PATIENTS & INMATES


481103 CONTRIBUTIONS - COMMON SCHOOLS


481104 CONTRIBUTIONS - ROAD & HIGHWAYS


481105 CONTRIBUTIONS - OK MEDICAID PROG


481106 CONTRIBUTIONS - COUNTY FAIR


481107 CONTRIBUTIONS - L’STOCK AUCT SCH


481108 CONTRIBUTIONS - CASA


481109 CONTRIBUTIONS - PET OVERPOPULATION


481110 CONTRIBUTIONS - INDIGENT HEALTH CARE ACT


481111 CONTRIBUTIONS - INDIGENT HEALTH CARE ACT
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481112 CONTRIBUTIONS - TULSA REC ED & SCHL TRUST


481113 CONTRIBUTIONS - OK SILVER HAIRED LEG PROGRAM


481114 VETERANS AFFAIRS IMPROVEMENT


481115 CONTRIBUTIONS -  NONGAME WILDLIFE IMPROVEMENT PROGRAM


481116 CONTRIBUTIONS - OTHER


481117 CONTRIBUTIONS - ORGAN DONOR ACT


481118 CONTRIBUTIONS - OK BREAST CANCER ACT


481119 CONTRIBUTIONS - BOMBING MEMORIAL FUND


481120 CONTRIBUTIONS - REGIONAL FOOD BANK


481121   COURT AWARDED JUDGEMENTS


481122 CONTRIBUTIONS - SUPPORT CAPITOL DOME


481123 CONTRIBUTIONS - SUPPORT NATIONAL GUARD


481124 CONTRIBUTIONS - OK LEUKEMIA & LYMPH FUND


481125 SURETY BONDS FORFEITED


481126 CONTRIBUTIONS - PANCREATIC CANCER RESEARCH


481155 SEIZED CASH - STATE JUDGEMENTS


481156 SEIZED CASH - FEDERAL JUDGEMENTS


481158 SEIZED PROPERTY - STATE JUDGEMENTS


481159 SEIZED PROPERTY - FEDERAL JUDGEMENTS


481271 ABANDONED MINERAL INTERESTS


482100 FUNDS HELD FOR OTHERS


482101 DEPOSITS BY PATIENTS & INMATES


482105 DEPOSITS HELD FOR LOCAL GOVERNMENTS


482110 EMPLOYEES DEFERRED COMPENSATION-DEFERRED COMP PLAN


482115 ESCROW DEPOSIT


482119 COMMERCIAL VEHICLE REG./CAB CARDS & TAG (ASA ONLY)


482121 CREDIT CARD FEES


482125 EMPLOYEE DEFINED CONTRIB PLAN


483100 SALE OF DEBT AND INVESTMENTS


483101 SALE OF BONDS - STATE OR AGENCY BONDS


483105 PROCEEDS OF NOTES ISSUED (AS AUTHORIZED BY LAW)
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483110 SALE OF INVESTMENT SECURITIES-NOT CAPITAL GAIN


483111 SALE OF INVESTMENT SECURITIES OF FEDERAL FUNDS


483115 RECEIPT/FUNDS MASTER CUSTODIAN


483600 SALE OF PROPERTY


483601 SALE OF SEIZED VEHICLES


483605 SALE OF SURPLUS PROPERTY


483607 SALE OF SALVAGE


483612 SALE OF LAND OR LAND IMPROVEMENT


483621 SALE OF BUILDINGS & NON-STRUCTURAL IMPROVEMENTS


483622 SALE OF BUILDINGS - NON STRUCTURAL EQUIPMENT


483630 SALE OF MACHINERY & EQUIPMENT


483631 SALE OF MOTOR VEHICLES, MACHINERY & EQUIPMENT


483632 SALE OF OTHER AGENCY NON-MOTOR POOL VEHICLE  AT AUCTION


483675 INTER-AGENCY - SALE OF PROPERTY


483676 INTER-AGENCY VEHICLE SALE NON-MOTOR POOL


483685 INTRA-AGENCY - SALE OF PROPERTY


483686 INTRA-AGENCY VEHICLE SALE NON-MOTOR POOL


484100 EMPLOYER PAYROLL BENEFIT CONTRIBUTIONS


484101 STATE AGENCY CONTRIBUTION TO EMPLOYEE RETIREMENT PLAN


484102 STATE AGENCY CONTRIBUTION TO EMPLOYEE HEALTH INS PLAN


484103 LOCAL GOVT PAYMENTS TO EMPLOYEE HEALTH INS PLAN


484105 LOCAL GOVT PAYMENTS TO EMPLOYEE LIFE INS PLAN


484106 LOCAL GOVT PMTS TO EMPLOYEE DISABILITY INS PROGRAM


484110 STATE AGENCY UNEMPLOYMENT COMPENSATION TAX


484121 LOCAL GOVT PAYMENTS TO EMPLOYEE RETIREMENT PLANS


484122 LOCAL GOVT PAYMENTS TO EMPLOYEE HEALTH INS PLAN


484123 LOCAL GOVT PAYMENTS TO EMPLOYEE LIFE INS PLAN


484131 EMPLOYEE CONTRIBUTIONS TO EMPLOYEE RETIREMENT PLAN


484132 EMPLOYEE CONTRIBUTIONS TO EMPLOYEE HEALTH INS PLAN


484133 EMPLOYEE CONTRIBUTIONS TO EMPLOYEE LIFE INS PLAN


484134 EMPLOYEE PAYROLL WITHHOLDING/FLEXIBLE
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484142 FICA CONTRIBUTION ON SPECIAL INSURANCE BENEFIT-OMES


484172 INTER-AGENCY - STATE CONTRIBUTION TO RETIREMENT PLAN


484173 INTER-AGENCY - STATE CONTRIBUTION TO HEALTH INS PLAN


484175 INTER-AGENCY - STATE CONTRIBUTION TO LIFE INS PLAN


484176 INTER-AGENCY - STATE CONTRIB FOR DISABILITY INS PROGRAM


484177 INTER-AGENCY - STATE CONTRIBUTION DEF SAV INCNTV PLAN


484178 INTER-AGENCY - STATE CONTRIBUTION DEFINED CONTRIBUTION


484179 INTER-AGENCY - UNEMPLOYMENT COMPENSATION TAX


484200 EMPLOYEE PAYROLL BENEFIT CONTRIBUTIONS


484214 DIRECT EMPLOYEE PAYMENTS FOR BENEFITS


484272 INTER-AGENCY - EMPLOYEE CONTRIB TO ST RETIREMENT PLAN


484273 INTER-AGENCY - EMPLOYEE CONTRIB TO ST HEALTH INS PLAN


484275 INTER-AGENCY - EMPLOYEE CONTRIB TO ST LIFE INS PLAN


484276  INTER-AGENCY - EMPLOYEE CONTRIB TO FLEXIBLE BENEFIT PLAN


484277 OMES USE ONLY - FICA CONTRIBUTION ON SPEC INS BENEFITS


484300 LOCAL GOVT/SCH DISTRICT GROUP INSURANCE CONTRIBUTIONS


484301 LOCAL GOV/SCH DISTRICTS PMTS - HEALTH LIFE DISABILITY


488100 INTER/INTRA AGENCY TRANSFERS OF FUNDS


488101 INTER-AGENCY TRANSFER FROM TREASURY FUND-LEGISLATED


488111 INTER-AGENCY TRANSFER FROM TREASURY FUND - OTHER


488121 INTRA-AGENCY TRANSFER FROM TREASURY FUND


488171 INTER-AGENCY TRANSFER FROM OPERATING FUND - LEGISLATED


488172 INTER-AGENCY TRANSFER FROM OPERATING FUND - OTHER


488174 INTER-AGENCY TRANSFER FROM CONSTRUCTION FUND - OTHER


488181 INTRA-AGENCY TRANSFER FROM OPERATING FUND


488184 INTRA-AGENCY TRANSFER FROM SPECIAL ACCOUNTS


488191 INTER-AGENCY PAYMENTS - PURCHASE CARDS


489100 OTHER NON-REVENUE RECEIPTS


489101 OMES DIRECTED NON-REVENUE DEPOSITS


489199 OTHER NON-REVENUE RECEIPTS


499400 OUT-YR FED. RECT. FOR CURRENT YEAR EXPENDITURES
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510000 PERSONAL SERVICES


520000 TRAVEL EXPENSES


530000 ADMINISTRATIVE EXPENSE


540000 PROPERTY, FURNITURE, EQUIPMENT, AND RELATED DEBT


550000 GENERAL ASSISTANCE, AWARDS, GRANTS, AND OTHER PROGRAM-DIRECTED 


PAYMENTS (E.G., SCHOLARSHIP & INCENTIVE PROGRAMS, PAYMENT & 


REIMBURSEMENT APPROVED PROGRAMS, PAYMENTS TO LOCAL GOVERNMENTS, 


ETC.)


560000 TRANSFERS AND OTHER DISBURSEMENTS


600000 AFP ENCUMBRANCES AND EMPLOYEE WITHHOLDING


Account 


Code


Category or  


Account Name Description


510000 PERSONAL SERVICES 


511000 SALARY EXPENSE


511110 SALARIES - REGULAR 


PAY AND SALARY 


ADJUSTMENTS


Payroll - Payment of wages to employees for services to 
the state based on monthly, semimonthly, biweekly or other 
fixed period, including hourly and salary basis for both full-
time and permanent part-time employment. Also include 


salary adjustment payments. 


NOTE: Includes permanent part-time salaried employees.


511120 SALARIES - REGULAR 


PAY AND SALARY 


ADJUSTMENTS 


(LEGISLATURE) 


Payroll - Payment of salary compensation to members of the 


State Legislature. Also include salary adjustment payments. 


511130 SALARIES - NON-


REGULAR PAY AND 


SALARY ADJUSTMENTS 


(E.G., PART-TIME,  


SEASONAL, 


TEMPORARY, ETC.)


Payroll - Payment of salary compensation to non-permanent 


employees for services to the state based on hourly, daily 


or other short-term wage rate period. Also include salary 
adjustment payments.


NOTE: Permanent part-time salaried employees are 


included under OEC 511110.


511140 SALARIES - HIGHER 


EDUCATION (H.E.) 


TEACHING PAY AND 


SALARY ADJUSTMENTS


Payroll - Payment of salary compensation to regular full-


time teaching staff of institutions of the system of H.E. 


for services to the state. Also include salary adjustment 


payments.
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511150 SALARIES - HIGHER 


EDUCATION 


PROFESSIONAL


(NON-TEACHING) 


PAY AND SALARY 


ADJUSTMENTS


Payroll - Payment of salary compensation for professional 


services other than teaching services (e.g., salaries paid 


for administrative services, separately budgeted research 


services and other such services). Also include salary 


adjustment payments.


511160 SALARIES - HIGHER 


EDUCATION NON-


PROFESSIONAL 


PAY AND SALARY 


ADJUSTMENTS


Payroll - Payment of salary compensation not classified as 
Teaching Salaries or Professional Salaries (e.g., salaries of 


clerical personnel, maintenance personnel, students, etc.). 


Also include salary adjustment payments.


511170 SALARIES - HIGHER 


EDUCATION OTHER 


TEACHING PAY AND 


SALARY ADJUSTMENTS


Payroll - Payment of salary compensation to adjunct, 


temporary and substitute teachers for teaching services, and 


other teaching salaries not covered by any other teaching 


salary code. Also include salary adjustment payments.


511210 LONGEVITY PAY - STATE 


EMPLOYEES (NON-


HIGHER EDUC.)


Payroll - Longevity payment for state employees as 


authorized under the state longevity pay plan (74 O.S. § 


840-2.18).


511220 LONGEVITY PAY - 


INSTITUTIONS OF 


HIGHER EDUCATION 


(H.E.)


Payroll - Longevity payment for employees of institutions 


of the Higher Education system under the approved H.E. 


longevity pay plan.


511230 INDIVIDUAL INCENTIVE 


PAY AND SAFETY 


AWARDS


Payroll - Payment of individual incentive pay to employees 


of a participating agency as approved by the Committee 


for Incentive Awards for State Employees (74 O.S. § 4111, 


et seq.). This code also includes authorized payments to 


individuals for safety awards, such as under the Department 
of Veteran Affairs Safety Awards program (72 O.S. § 


63.10a).


511240 DATA PROCESSING 


SIGNING INCENTIVE 


PAYMENTS


Payroll - Payment of individual incentive pay to individuals 


hired to fill professional-level data processing positions. One 
or two payments not to exceed a total of $5,000. (Executive 


Order 98-05, 2/18/98)


511250 UNIT INCENTIVE PAY Payroll - Payment of unit incentive pay for employees of 


a participating agency as approved by the Committee for 


Incentive Awards for State Employees. (74 O.S. § 4111, et 


seq.)


511260 INDIVIDUAL HEALTH 


INCENTIVE PAYMENTS


Payroll - Payment of monetary incentives to employees 


participating in an approved personal health improvement 


program (e.g., OK Health Program). 
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511270 OVERTIME WAGES Payroll - Payment of authorized employees’ overtime hours 


worked.


511280 HOLIDAY PAY Payroll - Payments of authorized holiday pay.


511290 PAY DIFFERENTIAL Payroll - Payments of authorized differential.


511300 EDUCATION LOAN 


INCENTIVES


Payroll – Payment of educational loan incentives to eligible 


employees under a qualified educational loan expense 
program allowing payments by state agencies on behalf of 
eligible employees to any private or public entity for qualified 
educational loan expenses, not to exceed $5,000.00 in any 
12-month period and a cumulative total reimbursement 


not to exceed $15,000.00. (Financial Reimbursement for 
Educational Expenses Act of 2007, per HB 1114, Second 


Regular Session of the 50th Legislature)


511310 TERMINAL LEAVE Payroll - Payment of unused accrued annual leave to an 


employee upon termination of employment with a paying 
agency.


511320 DEFERRED 


COMPENSATION - 


OPERS


Payroll - Payments to the Oklahoma Public Employees 


Retirement System (OPERS) on behalf of employees 


participating in the state tax-sheltered income deferment 


plan. (74 O.S. § 1701, et seq.) 


511330 DEFERRED 


COMPENSATION - 


EDUCATION


Payroll - Payments made on behalf of the state education 


system teachers and full-time employees participating in 


tax-sheltered income deferment plans. (Section 403 (b) of 


the Internal Revenue Code and 70 O.S. § 6-101.1)


511350 CAFETERIA PLAN - 


STATE


Payroll - Payment of adjustments to employees’ gross salary 


for the State Cafeteria Plan as administered by OMES 


Human Capital Management.


511370 CAFETERIA PLAN - 


GROUP INSURANCE


Payroll - Payment of adjustments to employees’ gross salary 


for the Group Insurance Cafeteria Plan as administered by 


OMES Human Capital Management.


511390 CAFETERIA PLAN - 


OTHER (E.G., HIGHER 


EDUCATION)


Payroll - Payment of adjustments to employees’ gross 


salary for other cafeteria plans as administered by individual 


agencies and institutions (e.g., system of higher education).


511400 COMPENSATION 


- BOARD AND 


COMMISSION MEMBERS


Payroll - Reportable payments subject to IRS regulations 


covering miscellaneous compensation and reimbursements 


to individuals.
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511420 EXCESS BENEFIT 


ALLOWANCE


Payroll - Payment of excess allowance authorized state 
employees for purchase of insurance over the actual cost of 


the elected insurance.


511430 EMPLOYEE EXPENSE 


ALLOWANCE-


REPORTABLE


Payroll - Payment of reportable expense reimburse-


ment allowance under non-accountable plan established 
for employee expense reimbursement (e.g., uniform 


maintenance allowances).


511440 SIGNING INCENTIVE 


PLAN PAYMENTS - NON 


DATA PROCESSING


Payroll - Payment of individual sign-on incentive pay to 


individuals hired to fill positions in any job family for which 
the Appointing Authority has identified as having critical 
recruitment and retention problems. Authorizes a lump-sum 


payment not to exceed a total of $5,000 during the week of 
the individual’s enter-on-duty date or in two equal payments 
during the first six months of state employment. May also 
apply to current and former state employees meeting certain 


criteria. (Merit Rules OAC 530:10-7-6) See OEC 511240 - 


Data Processing Signing Incentive Payments, for the data 


processing job families.


511450 CONTINUOUS SERVICE 


INCENTIVE PLAN 


PAYMENTS


Payroll - Payment of individual incentive pay to individuals 


hired to fill positions in any job family for which the 
Appointing Authority has identified as having critical 
recruitment and retention problems. Authorizes scheduled 


payments not to exceed a total of $5,000, with no more that 
$2,500 in any 12-month period. May also apply to current 
and former state employees meeting certain criteria. (Merit 


Rules OAC 530:10-7-11)


511999 DEFAULT PAYROLL 


ACCOUNT FOR OMES 


USE ONLY


This account is used within transactions processed by the 
HCM payroll system for transactions related to Higher Ed 


PFT transactions. It should not be used on any voucher 


payment.


512000 INSURANCE PREMIUMS - HEALTH, LIFE, ETC


512110 INSURANCE PREMIUMS 


- HEALTH AND LIFE 


(STATE PLAN)


Payment of contributions made by state agencies for the 


cost of group insurance covered under OMES Employees 


Group Insurance Division.
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512120 INSURANCE PREMIUMS 


- HEALTH AND LIFE 


(OTHER)


Payment of contributions by state agencies for employee 


coverage in group health and life insurance plans other than 


OMES Employees Group Insurance Division (e.g., disability 


and dismemberment type insurance), including payments 


made directly to an insurance carrier . 


NOTE: May also include payments of premiums for 


insurance purchased for students, such as insurance 


covering participation in school athletic activities.


512130 INSURANCE PREMIUMS 


- RETIREES’ HEALTH 


(HIGHER EDUCATION)


Payments by institutions of the State System of Higher 


Education for health insurance premiums for retirees 


enrolled in the H.E. pension systems.


512140 INSURANCE PREMIUMS 


- RETIREES’ HEALTH 


(STATE PENSION


SYSTEMS)


Payments by state agencies for health insurance premiums 


for retirees enrolled in the state pension systems.


512150 INSURANCE PREMIUMS 


- RETIREES’ LIFE 


(HIGHER EDUCATION)


Payments by institutions of the state system of higher 


education for life insurance premiums for retirees enrolled in 


the pension system for higher education.


512210 UNEMPLOYMENT 


COMPENSATION - 


PAYROLL


Payroll - Payment of unemployment compensation tax 


required for employees covered under the Oklahoma 


Employment Security Act.


512230 UNEMPLOYMENT 


COMPENSATION 


REIMBURSEMENT


Payments by state agencies to reimburse the Oklahoma 


Employment Security Commission for paid-out benefits.


512310 INSURANCE PREMIUMS 


- WORKER’S’ 


COMPENSATION


Payments to insurers (e.g., CompSource) for premiums 


covering workers’ compensation insurance.


512330 WORKERS’ 


COMPENSATION 


MEDICAL VOUCHERS 


DEDUCTIBLE


Payment to insurers (e.g., CompSource) of employer’s 


obligation for workers’ compensation medical vouchers 
deductible expense.


513000 FICA AND RETIREMENT CONTRIBUTIONS


513110 STATE SHARE - FICA Payments for the state’s (employer) share contribution made 


under the Federal Insurance Contributions Act (FICA).


513120 STATE SHARE - MQFE/
FICA (MEDICARE 


QUALIFIED FEDERAL 
EMPLOYEES (MQFE)


Payments for the state’s (employer) share contribution for 


Medicare qualified federal employees (MQFE).
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513220 STATE SHARE – 


OKLAHOMA WILDLIFE 


DEPARTMENT’S 


RETIREMENT 


PROGRAM – DEFINED 


CONTRIBUTION PLAN


Payments of the state’s (employer) share contribution to the 


Wildlife Department’s Defined Contribution Retirement Plan 
for employees hired after 7/1/2010.


513230 STATE SHARE - 


OKLAHOMA PUBLIC 


EMPLOYEES 


RETIREMENT SYSTEM 


(OPERS)


Payments for the state’s (employer) share contribution to 


the Oklahoma Public Employees Retirement Program. Also 


includes payments of employees’ unused sick leave upon 


vesting or retirement.


513240 STATE SHARE - 


OTHER AUTHORIZED 


RETIREMENT SYSTEMS


Payment of the state’s (employer) share contributions to 


other authorized state retirement programs (e.g., Oklahoma 


Law Enforcement Retirement System and the Oklahoma 
Teachers Retirement System).


513250 STATE RETIREMENT - 


PAYMENTS ON BEHALF 


OF LOCAL GOVERN- 


MENTAL SUB-DIVISIONS


Payments by or through state agencies to an Oklahoma 


Retirement System on behalf of employees of participating 


local governmental subdivisions.


513260 EMPLOYEE DEFERRED 


INCENTIVE SAVINGS 


PLAN (AGENCY 515 


ONLY)


Payment of the $25 match to the covered employee 
accounts under the SoonerSave Deferred Compensation 


Plan.


513270 STATE SHARE - 


JUDICIAL RETIREMENT


Payments for the state’s (employer) share contribution to 


the Oklahoma Public Employees Retirement System for the 


State Judicial Retirement Program.  


513280 STATE MATCH AND 


ADMINISTRATION FEE - 


STATE PLAN ANNUITY


Payments for the state’s match under the State Plan 


Annuity. This will also include the administration fee to 
the Oklahoma Public Employees Retirement System for 


administering the program.


513290 STATE MATCH AND 


ADMINISTRATION 


FEE – DEFINED 


CONTRIBUTION PLAN


Payments for the state’s match under the Defined 
Contribution Plan. This will also include the adminstration 
fee to the Oklahoma Public Employees Retirement System 


for administering the program.


513300 RET SAVINS – DEF 


CONTRIBUTION PLAN


Payments for deposit to the Oklahoma Public Employees 


Retirement System for employer retirement savings made 


pursuant to the Retirement Freedom Act. (74 O.S. § 935.10)


513320 SUPPLEMENTAL 


RETIREMENT PLANS - 


HIGHER EDUCATION


Payments by institutions of the state system of higher 


education for authorized employee supplemental retirement 


plans.
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514000 BENEFIT PAYMENTS


514110 UNEMPLOYMENT 


COMPENSATION 


(AGENCY 290 - ASA)


Payments by the Oklahoma Employment Security 


Commission for unemployment compensation vouchers 


made from their authorized depository class fundings.


514210 WORKERS’ 


COMPENSATION


Payments to employees resulting from judgments/ 


settlements ordered by the Workers’ Compensation Court.


514310 DISABILITY BENEFITS 


(AGENCY 516-ASA)


Payments by OMES Employees Group Insurance Division 


from their Agency Special Account (ASA) class funding for 


disability payments.


514350 HEALTH, DENTAL & 


LIFE INSURANCE - 


CONTRACT PLANS


VOUCHERS (Agency 516 


- ASA)


Payments by OMES Employees Group Insurance Division 


to vendors who operate employee Health Maintenance 
Organization (HMO) and other approved insurance plans.


514360 SELF-INSURED 


INSURANCE 


BENEFIT CLAIMS 


PAYMENTS OR CLAIM 


REIMBURSEMENT TO 


TPA


Payments for Third Party Administrator Claim Cost and 


Administration Cost under a self-insured plan.


514370 SELF-INSURED PLAN - 


REINSURANCE


Payments for Reinsurance Premiums under a self-insured 


plan.


514410 RETIREMENT & 


DISABILITY PAYMENTS - 


NON-PAYROLL


Non-payroll retirement & disability payments made to 


persons under the state’s various employee retirement 


systems.


514420 RETIREMENT 


PAYMENTS (PUBLIC 


EMPLOYEES 


RETIREMENT 


SYSTEM) - PAYROLL


Payroll - Payments to retired employees covered under the 


state’s public employees’ retirement system.


514430 RETIREMENT 


PAYMENTS (HIGHER 


EDUCATION) - NON-


PAYROLL


Non-payroll payments to retired employees of the system 


of higher education under plans adopted by the respective 


controlling boards.


514440 RETIREMENT 


PAYMENTS (HIGHER 


EDUCATION) - PAYROLL


Payroll - Payments to retired employees of the system of 


higher education under a plan adopted by the respective 


controlling board.
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514510 DEATH BENEFITS 


PAYMENTS FOR 


RETIREES - PENSION 


SYSTEMS


Payments of death benefits for retirees covered under the 
state pension plans.


515000 PROFESSIONAL SERVICES


515010 OFFICES OF LAWYERS Payments for legal services provided by offices of legal 
practitioners known as lawyers and attorneys.


515020 OFFICES OF NOTARIES Payments for services provided by establishments primarily 


engaged in drafting, approving and executing legal 


documents.


515030 Other Legal Services Payments for specialized legal and paralegal services 


provided by offices of legal practitioners, other than lawyers 
and attorneys. May include court reporting.


515060 ACCOUNTING, TAX 


PREPARATION, 


BOOKKEEPING, AND 


PAYROLL


SERVICES


Payments to establishments providing services for auditing, 


accounting and preparation of financial records and 
statements, designing accounting systems, etc.


515090 CONTRACT 


CORRECTIONAL 


SERVICES (ADULT & 


JUVENILE)


Payments to facilities for providing housing, security and 


related services (per contractual requirements) for adult and 


juvenile offenders placed under State supervision. 


515210 PAYMENTS FOR 


CONTRACT MENTOR 


SERVICES


Payments to persons performing mentorship services under 


contract with the Oklahoma Military Department pursuant to 
the Department’s authorized mentorship program(s).


515220 ARCHITECTURAL 


SERVICES


Payments for services in the planning and designing of 


buildings and structures, whereby, applying knowledge of 
design, construction procedures, etc.


515230 LANDSCAPE 


ARCHITECTURAL 


SERVICES


Payments for services in the planning and designing 


development of land areas, whereby, applying knowledge of 
land characteristics, landscape design, etc.


515240 ENGINEERING 


SERVICES


Payments for services providing plans, designs and 


technical services during construction or installations, 


whereby, applying physical laws and principles of 
engineering.


515250 DRAFTING SERVICES Payments for services providing the drawing of detailed 
layouts, plans and illustrations related to engineering and 


architectural specifications. 
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515260 BUILDING INSPECTION 


SERVICES


Payments for services providing building inspections, 


whereby, evaluating building structures and physical 
conditions of property, etc.


515270 GEOPHYSICAL 


SURVEYING AND 


MAPPING SERVICES


Payments for services providing the gathering, interpreting 


and mapping of geophysical data, and conducting surveys 


for engineering purposes (e.g., for subsurface resources 


such as oil, gas, etc.).


515280 SURVEYING AND 


MAPPING (EXCEPT 


GEOPHYSICAL) 


SERVICES


Payments for services providing the surveying and mapping 


of areas (except geophysical), such as for easements, etc.


515290 TESTING 


LABORATORIES


Payments for services providing physical, chemical and 


other analytical testing (except medical and veterinary) in a 


laboratory or on-site.


515300 INTERIOR DESIGN 


SERVICES


Payments for services providing planning, designing and 


administering projects in interior spaces.


515310 INDUSTRIAL DESIGN 


SERVICES


Payments for services providing designs and specifications 
optimizing the use, value and appearance of products.


515320 GRAPHIC DESIGN 


SERVICES


Payments for services providing planning, designing and 


managing the production of visual communications.


515330 OTHER SPECIALIZED 


DESIGN SERVICES


Payments for services providing professional designs 


(except architectural, landscape, architecture, engineering, 


interior, industrial, graphic, and computer system design).


515350 CUSTOM COMPUTER 


PROGRAMMING 


SERVICES


Payments for services providing the writing, modifying, 
testing and supporting of software to meet the agency’s 
needs.


NOTE: Requires OMES Information Services review.


515360 COMPUTER SYSTEMS 


DESIGN SERVICES


Payments for services providing the planning and designing 


of computer systems that integrate computer hardware, 
software and communication technologies (The hardware 
and software components may be provided by the vendor, 
agency, or by a third party.) 


NOTE: Requires OMES Information Services review.


515370 COMPUTER FACILITIES 


MANAGEMENT 


SERVICES


Payments for services providing on-site management and 


operation of the agency’s computer systems and/or data 


processing facilities.


NOTE: Requires OMES Information Services review.


236







Appendix 4: Account Codes – Expenditure


OMES: Statewide Accounting Manual
316


Go to Appendix 4 table of contents
Go to main table of contents


Account 


Code


Category or  


Account Name Description


515380 OTHER COMPUTER 


RELATED SERVICES


Payments for services providing computer related services 


(except custom programming, systems integration design 


and facilities management). Examples are computer 


disaster recovery services and software installation services.
NOTE: Requires OMES Information Services review.


515400 ADMINISTRATIVE 


MANAGEMENT 


AND GENERAL 


MANAGEMENT 


CONSULTING SERVICES


Payments for services providing operating advice and 


assistance on administrative management issues. Also 


includes general management consultants.


515410 HUMAN RESOURCES 


AND EXECUTIVE 


SEARCH CONSULTING 


SERVICES


Payments for services providing advice and assistance 


in the area of human resources (i.e., personnel, benefits, 
compensation, search and recruitment).


515420 MARKETING 


CONSULTING SERVICES


Payments for services providing operating advice and 


assistance on marketing issues (e.g., objectives, sales 


forecasting, pricing, etc.).


515430 PROCESS, PHYSICAL 


DISTRIBUTION, 


AND LOGISTICS 


CONSULTING SERVICES


Payments for services providing operating advice and 


assistance in such areas as manufacturing, productivity, 


production planning, quality assurance/control, inventory, 


warehouse utilization, transportation, materials and 
handling.


515440 OTHER MANAGEMENT 


CONSULTING SERVICES


Payments for services providing management consulting 


(except administrative and general management, human 


resources, marketing; or process, physical distributions and 


logistics).


515450 ENVIRONMENTAL 


CONSULTING SERVICES


Payments for services providing advice and assistance on 


environmental issues (i.e., environmental contamination, 


water quality, etc.).


515460 OTHER SCIENTIFIC 


AND TECHNICAL 


CONSULTING SERVICES


Payments for services providing advice and assistance on 


scientific and technical issues (except environmental).


515470 RESEARCH AND 


DEVELOPMENT IN 


THE PHYSICAL, 


ENGINEERING, AND 


LIFE SCIENCES


Payments for services providing research and experimental 


development in the areas of physical, engineering or life 


sciences (i.e., agriculture, electronics environmental, health, 


medicine, food, botany, etc.).
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515480 RESEARCH AND 


DEVELOPMENT IN THE 


SOCIAL SCIENCES AND 


HUMANITIES


Payments for services providing research and analysis in 


cognitive development, sociology, psychology, language, 


behavior, economic and other social science and humanities 


research.


515490 ADVERTISING AND 


RELATED SERVICES


Payments for services providing advertising campaigns and 


placing such advertising in newspapers, radio, television, 
etc. (not for just placing an ad in the newspaper - use OEC 
531160)


515500 MARKETING RESEARCH 


AND PUBLIC OPINION 


POLLING


Payments for services providing the systematic gathering, 


recording, tabulating and presenting of marketing and public 


opinion data.


515510 PHOTOGRAPHIC 


SERVICES


Payments for services providing still, video or digital 


photography.


515520 TRANSLATION AND 


INTERPRETATION 


SERVICES


Payments for services in translating written material and 
interpreting speech from one language to another and in 


providing sign language services.


515530 VETERINARY SERVICES Payments for services providing veterinary medicine, 


dentistry or surgery for animals. Also includes testing 


services for veterinarians. 


515540 ALL OTHER 


PROFESSIONAL, 


SCIENTIFIC, AND 


TECHNICAL SERVICES


Payments for providing professional, scientific or technical 
services (except as provided for elsewhere).


515550 MANAGEMENT OF 


COMPANIES AND 


ENTERPRISES


Payments for services providing management under one of 


the following: 1) holding securities or other equity interests; 
2) to administer, oversee and manage but without holding 
securities or other equity interests; or 3) to both administer 


and have holdings.


515560 OFFICE 


ADMINISTRATIVE 


SERVICES


Payments for providing a range of day-to-day office 
administrative services, such as financial planning, billing 
and record keeping, personnel, etc. But not providing the 


operating staff.


515570 EMPLOYMENT 


PLACEMENT SERVICES


Payments for services providing employment listings and 


placement (of new employees). Also includes supplying 
workers for limited periods of time (temporary help).


515580 BUSINESS SUPPORT 


SERVICES


Payments for services providing activities that are ongoing 


routine business support functions.
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515590 DOCUMENT 


PREPARATION 


SERVICES


Payments for services providing such things as letter or 


resume writing; document editing or proofreading; typing, 
word processing or desktop publishing; and stenographic 
(except court reporting), transcription, and other secretarial 


services dealing with documents.


515600 TELEPHONE CALL 


CENTERS


Payments for services providing primarily answering 
services and relaying messages, telemarketing on a fee 


basis, taking orders by phone, soliciting contributions, 


providing information, etc.


515610 BUSINESS SERVICE 


CENTERS


Payments for services providing mailbox rental and other 


postal and mailing services (except direct mail advertising); 


copy centers or shops, providing photocopying, duplicating, 


blueprinting, and other document copying; etc.


515620 COLLECTION AGENCIES Payments for services providing payment collection and 


remitting such collection to the agency.


515630 CREDIT BUREAUS Payments for services providing credit and employment 


histories on individuals and credit histories on businesses, 


with information going to financial institutions, retailers, and 
others needing such information.


515640 OTHER BUSINESS 


SUPPORT SERVICES


Payments for providing business support services (except 


as provided for elsewhere). 


515650 INVESTIGATION AND 


SECURITY SERVICES


Payments for providing such things as investigative and 


detective services, guard and patrol services, protected 


pickup and delivery of valuable items, security system sales 


with installation and repair, or system monitoring services.


515660 EDUCATIONAL 


SERVICES


Payments for services providing instruction and training 


by specialized establishments such as schools, colleges, 


universities and training centers. May also include 


individuals providing instruction and training.


515700 OFFICES OF 


PHYSICIANS (EXCEPT 


MENTAL HEALTH 


SPECIALISTS)


Payments for services provided by doctors (M.D. or D.O.) 


in the practice of general or specialized medicine (except 


psychiatry or psychoanalysis) or surgery. 


515710 OFFICES OF 


PHYSICIANS, MENTAL 


HEALTH SPECIALISTS


Payments for services provided by doctors (M.D. or D.O.) 


primarily in the practice of psychiatry or psychoanalysis.


515720 OFFICES OF DENTISTS Payments for services provided by doctors (D.M.D., D.D.S. 


or D.D.Sc.) in the practice of general or specialized dentistry 


or dental surgery.
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515730 OFFICES OF 


CHIROPRACTORS


Payments for services provided by doctors (D.C.) in the 


practice of chiropractic treatment.


515740 OFFICES OF 


OPTOMETRISTS


Payments for services provided by doctors (O.D.) in the 


practice of optometry.


515750 OFFICES OF 


MENTAL HEALTH 


PRACTITIONERS 


(EXCEPT PHYSICIANS)


Payments for services provided by mental health 


practitioners (except physicians) in the practice of diagnosis 


and treatment of mental, emotional and behavioral 


disorders.


515760 OFFICES OF PHYSICAL, 


OCCUPATIONAL AND 


SPEECH THERAPISTS, 


AND AUDIOLOGISTS


Payments for services provided by health practitioners in 


the practice of administering medically prescribed physical 


therapy treatment. Also, providing educational, recreational 


and social activities for patients or individuals with 
disabilities. 


515770 OFFICES OF 


PODIATRISTS


Payments for services provided by doctors (D.P.) in the 


practice of podiatry (foot).


515780 OFFICES OF ALL OTHER 


MISCELLANEOUS 


HEALTH 


PRACTITIONERS


Payments for services provided by other health practitioners 


(except as provided for elsewhere).


515790 FAMILY PLANNING 


CENTERS


Payments for services providing a range of family planning 


service on an outpatient basis (e.g., prenatal counseling, 


etc.).


515800 OUTPATIENT MENTAL 


HEALTH AND 


SUBSTANCE ABUSE 


CENTERS


Payments for services providing outpatient diagnosis and 


treatment of mental health disorders and substance abuse.


515810 OTHER OUTPATIENT 


CARE CENTERS


Payments for services providing general or specialized 


outpatient care (except family planning and outpatient 


mental health and substance abuse centers).


515820 MEDICAL AND 


DIAGNOSTIC 


LABORATORIES


Payments for services providing analytical or diagnostic 


services, generally to the medical profession or patient 


referrals.


515830 HOME HEALTH CARE 


SERVICES


Payments for in-home services providing skilled nursing, 


physical therapy, medical equipment, etc.


515840 AMBULANCE SERVICES Payments for services providing transportation of patients 


by ground or air, along with medical care.
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515850 ALL OTHER 


AMBULATORY HEALTH 


CARE SERVICES


Payments for services providing ambulatory health care 


(except as provided for elsewhere).


515860 GENERAL MEDICAL AND 


SURGICAL HOSPITALS


Payments for hospital services providing diagnostic and 


medical treatment to patients.


515870 PSYCHIATRIC AND 


SUBSTANCE ABUSE 


HOSPITALS


Payments for services provided by hospitals specializing in 


psychiatric and substance abuse treatment.


515880 SPECIALTY HOSPITALS 


(EXCEPT PSYCHIATRIC 


AND SUBSTANCE 


ABUSE) 


Payments for services provided by hospitals specializing 


in the diagnostic and medical treatment of inpatients 


with specific type of disease or medical condition (except 
psychiatric or substance abuse conditions).


515890 NURSING CARE 


FACILITIES


Payments for services of an establishment providing 


inpatient nursing and rehabilitative treatment.


515900 RESIDENTIAL MENTAL 


RETARDATION 


FACILITIES


Payments for services of an establishment providing 


residential care for persons diagnosed with mental 
retardation.


515910 RESIDENTIAL 


MENTAL HEALTH AND 


SUBSTANCE ABUSE 


FACILITIES


Payments for services of an establishment providing 


residential care and treatment for patients with mental health 
and substance abuse illnesses. 


515920 COMMUNITY CARE 


FACILITIES FOR THE 


ELDERLY


Payments for services of an establishment providing 


residential and personal care for the elderly and 


other persons unable to care for themselves or to live 


independently.


515930 OTHER RESIDENTIAL 


CARE FACILITIES


Payments for services of an establishment providing 


residential care (except as provided for elsewhere).


515940 INDIVIDUAL AND FAMILY 


SERVICES


Payments for services providing nonresidential social 


assistance for children and youth, elderly, disabled, etc.; and 


for families.


515950 COMMUNITY FOOD, 


HOUSING, EMERGENCY 


AND OTHER RELIEF 


SERVICES


Payments for services providing the collection, preparation 


and delivery of food for the needy. Also, community housing; 


construction and housing repair for low-income individuals/
families, disabled, and elderly; and other assistance (e.g., 


food, shelter, clothing, etc.).


515960 VOCATIONAL 


REHABILITATION 


SERVICES


Payments for services of an establishment providing 


vocational or rehabilitation services (e.g., job counseling, job 


training, work experiences, etc.).
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515970 CHILD DAY CARE 


SERVICES


Payments for services of an establishment providing day 


care of infants or children.


515980 ARTS, ENTERTAINMENT, 


AND RECREATION


Payments for services providing entertainment in the 


area of Performing Arts, Spectator Sports, and related 


entertainment/recreation industries.


515990 OTHER SERVICES 


(EXCEPT PUBLIC 


ADMINISTRATION)


Payments for professional services not provided for 


elsewhere. (excludes Public Administration services).


517000 REPORTABLE COMPENSATION


517110 MOVING EXPENSES - 


EMPLOYEE TRANSFER


Payment to a certified carrier for the cost of moving an 
employee permanently transferred at the request of a state 


agency (See 74 O.S. § 500.51 et seq.). This may also 


include payment/reimbursement of moving expenses for 


“new hires” of certain constitutionally created institutions of 
the state H.E. system.


NOTE: Does not include moving expenses for new hires or 
state employees transferred from another state agency, as 


with interagency transfers, except as noted for institutions of 
the state H.E. system.


519000 EMPLOYEE BENEFITS - ADMINISTRATION


519130 FLEXIBLE BENEFITS - 


ADMINISTRATION


Payments for deposit into the General Revenue Fund of 


interagency reimbursements for employer Social Security 


(FICA) savings made pursuant to the State Employee 


Flexible Benefits Plan Act (74 O.S. § 1347).


520000 TRAVEL EXPENSES


521000 TRAVEL - REIMBURSEMENTS


521110 IN-STATE MILEAGE - 


MOTOR VEHICLE


Reimbursement of mileage expense incurred with use of 
privately-owned automobile for in-state travel. 
NOTE:For automobile mileage to/from in-state airport or 


other terminal in connection with out-of-state travel, use 
OEC 521210.
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521120 IN-STATE MEALS (PER 


DIEM SUBSISTENCE) 


EXPENSE


Reimbursement for meals expenses incurred for in-state 


travel. 


521130 IN-STATE PUBLIC 


TRANSPORTATION 


CHARGES


Reimbursement for local transportation expenses (e.g., 


railroad, airplane, bus, taxicab, limousine, rental car, etc.) 


incurred for travel to points within the state of Oklahoma. 
May also include local (vicinity) transportation charges 


incurred for in-state travel, except as noted below.
NOTE: For local transportation expenses (e.g., taxicab, 


limousine, local transit system, etc.) incurred in going to 


and coming from an in-state airport or other terminal in 


connection with out-of-state travel, use OEC 521240.


521140 IN-STATE 


MISCELLANEOUS 


CHARGES


Reimbursement for other authorized miscellaneous charges 


(e.g., toll fees, parking fees, business related phone calls, 


registration fees, telegraph charges, fax charges, etc.) not 


covered by another in-state travel OEC.


521150 IN-STATE LODGING Reimbursement for hotel, motel or other public lodging 


charges in connection with in-state travel.


521210 OUT-OF-STATE MILEAGE 


- PRIVATE VEHICLE


Reimbursement claimed on a mileage basis for use of 


privately-owned motor vehicle for travel outside the state of 
Oklahoma. May also include mileage expense for travel to/


from the in-state airport or other terminal in connection with 
out-of-state travel.


521220 OUT-OF-STATE 


TRANSPORTATION 


CHARGES


Reimbursement for public transportation charges (i.e., 


common carrier – bus, rail, airplane, etc.) incurred in 


connection with travel to and from points outside the State 
of Oklahoma.


521230 OUT-OF-STATE 


MEALS (PER DIEM 


SUBSISTENCE) 


EXPENSES


Reimbursement claimed for documented meals and 


incidental expenses by state officials and employees for out-
of-state travel. 


521240 OUT-OF-STATE LOCAL 


TRANSPORTATION


Reimbursement for the cost of limousine, taxi, bus, rental 


car, etc., incurred while traveling on official business outside 
the State of Oklahoma. May also include local transportation 


charges incurred for travel to/from arrival/departure airport 


or other terminal in connection with out-of-state travel. 
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521250 OUT-OF-STATE 


MISCELLANEOUS 


CHARGES


Reimbursement for other authorized miscellaneous 


expenses (e.g., toll fees, parking fees, business related 


phone calls, registration fees, telegraph charges, fax 


charges, etc.) not covered by another out-of-state travel 


OEC.


521260 OUT-OF-STATE 


LODGING


Reimbursement of out-of-state expenses for hotel, motel or 


other public lodging charges.


521310 TRAVEL 


REIMBURSEMENT - NON 


STATE EMPLOYEES


Reimbursement of authorized travel to individuals who are 
not salaried officers or employees of the state.


522000 TRAVEL - AGENCY DIRECT PAYMENTS


522110 OUT-OF-STATE 


PURCHASE OF 


TRANSPORTATION 


COSTS – AGENCY 


DIRECT


Payments for direct purchase of commercial airline 


tickets as authorized and direct purchase of other public 


transportation carriers (e.g., train and bus fares) for out-of-


state travel by state employees, state officials and other 
persons traveling on authorized official state business. 


522111 IN-STATE PURCHASE 


OF TRANSPORTATION 


COSTS-AGENCY DIRECT


Payments for direct purchase of public transportation 


carriers (e.g., train and bus fares) for in-state travel by state 


employees, state officials and other persons traveling on 
authorized official state business.


522112 OUT-OF-STATE 


PURCHASE OF TOLL 


COLLECTION FEES – 


AGENCY DIRECT


Payments for direct purchase of vehicle toll collection fees 


from Turnpike Systems outside of Oklahoma. For out-of-


state travel by state employees, state officials and other 
persons traveling on authorized official state business. 
This may also include payments to the Oklahoma Turnpike 


PikePass System when used in connection with traveling to 
points of the State.


522113 IN-STATE PURCHASE 


OF PIKEPASS TOLL 


COLLECTION FEES – 


AGENCY DIRECT


Payments for direct purchase of PikePass toll collection fees 


from the Oklahoma Turnpike System. For in-state travel by 


state employees, state officials and other persons traveling 
on authorized official state business.


522114 OUT-OF-STATE 


PURCHASE OF LOCAL 


TRANSPORTATION – 


AGENCY DIRECT


Payments for direct-purchase of local transportation 


expenses (e.g., subway, metro rail, bus, taxicab, limousine, 
etc.; but not rental car) incurred while traveling on official 
business outside the State of Oklahoma. This may also 


include local transportation charges incurred for travel to/


from arrival/departure airport or other terminal in connection 


with out-of-state travel.
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522115 IN-STATE PURCHASE 


OF LOCAL 


TRANSPORTATION – 


AGENCY DIRECT


Payments for direct-purchase of local transportation 


expenses (e.g., bus, taxicab, limousine, etc.; but not 


rental car) incurred for travel to points within the state of 
Oklahoma, except as noted below.
NOTE: For direct purchase of said local transportation 


incurred in going to and coming from an in-state airport or 


other terminal in connection with out-of-state travel, use 
OEC 522114.


522120 TRAVEL EXPENSES 


- STUDENT ACTIVITY 


GROUPS, WARDS & 


INMATES, ETC.


Payment of travel related expenses, such as transportation, 


meals and, lodging, etc., for students participating in school 


activities, inmates of a state penal institution and wards 
or patients of a state hospital or custodial institution. Also 


includes authorized travel by social services clients not 


covered under another code.


522130 OUT-OF-STATE 


PURCHASE OF FOOD 


AND LODGING - 


AGENCY DIRECT


Payment for direct purchase of food, lodging and related 


expenses for out-of-state travel by state agencies authorized 


to contract for such travel related purchases for employees, 


state officials and other persons traveling on authorized 
official state business under 74 O.S. § 500.2 or other edict 


(e.g., grant or contract).


522131 IN-STATE PURCHASE OF 


FOOD AND LODGING – 


AGENCY DIRECT


Payment for direct purchase of food, lodging and related 


expenses for in-state travel by state agencies authorized to 


contract for such travel related purchases for employees, 


state officials and other persons traveling on authorized 
official state business under 74 O.S. § 500.2 or other edict 


(e.g., grant or contract).


522140 OUT-OF-STATE 


MISCELLANEOUS 


CHARGES – AGENCY 


DIRECT


Payments for direct purchase of other authorized 


miscellaneous charges (e.g., parking fees, business related 


phone calls, etc.) used during out-of-state travel by state 


employees, state officials and other persons traveling on 
authorized official state business.


522141 IN-STATE 


MISCELLANEOUS 


CHARGES – AGENCY 


DIRECT


Payments for direct purchase of other authorized 


miscellaneous charges (e.g., parking fees, business related 


phone calls, etc.) used during in-state travel by state 


employees, state officials and other persons traveling on 
authorized official state business.
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522150 REGISTRATION - 


AGENCY DIRECT


Agency direct payment of registration fees and similar 


charges for employees and officials to attend official 
workshops, seminars, conferences, meetings and other 
similar activities. May also include the cost of associated 


training materials required to complete the workshop, 
seminar, etc.


NOTE: Registration paid by the agency is classified as 
a travel related expense whether or not the employee or 
officer is in official travel status for reimbursement of meals 
(per diem) and lodging expenses.


530000 ADMINISTRATIVE EXPENSE


531000 MISCELLANEOUS ADMINISTRATIVE EXPENSES


531110 FREIGHT EXPENSES Payment for incoming and outgoing transportation charges 


that cannot be charged as a part of the original cost of a 


commodity (e.g., specimens received by laboratories, hire 


of freight vehicles, United Parcel Service (UPS) shipping 


charges, etc.). 


NOTE: Ordinarily, freight charges for delivery/ shipping of a 


supply or piece of equipment are included under the same 


object of expenditure as the item of purchase.


531120 POSTAGE Payments for purchase of stamps and for the cost of filling 
postage meters. Also, services provided by the U.S. Postal 


Service for reply mail, bulk mailing account, postage due 


account, etc.


NOTE:  


(1) Postage expense does not include rental of postage 


equipment (OEC 532140), post office box rental (OEC 
532190), presort mail (OEC 515610), United Parcel 


Service (UPS) (freight) (OEC 531110), reimbursing other 


departments for postage (OEC 554230). 


(2) Payment for purchase of postage stamps must be made 


only to the U.S. Post Office (74 O.S. § 90.2). Exceptions: 


postage meter refills paid to other suppliers (e.g., Pitney 
Bowes, Neopost, etc.) can be coded under the postage 
code 531120.
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531130 TELECOMMUNICATIONS 


SERVICES


Payments for communications charges for services required 


in the operation of an agency, such as telephone, telegraph, 


radio, mobile phone (cellular), pager (beeper), etc. May also 


include cable and satellite TV services when required in 
operation of an agency. 


NOTE: Does not include the rent of telecommunications 


equipment (see OEC 532150).


NOTE: Requires OMES Information Services review.


531150 PRINTING & BINDING 


CONTRACTS


Payments for printing and binding of reports, documents, 


books, etc., and other contractual printing costs. 


NOTE: Purchases of print supplies (e.g., preprinted forms, 


stationery, educational brochures, advertising, etc.) should 


be charged to the appropriate supply object of expenditure, 


OEC Class 534000.


531160 ADVERTISING AND 


PROMOTIONAL 


EXPENSES


Payments for advertisements (e.g., legal notices, job 


ads, tour ads, product/service ads, etc.) placed in 


newspapers, magazines, registers, etc. Also for payments 
of promotional type expenses authorized by law or other 
edict, for marketing programs or enterprise-like activities 


(e.g., Tourism and Recreation’s Film + Music Office, parks, 
resorts, golf courses, and Oklahoma Today Magazine, etc.).


531170 INFORMATIONAL 


SERVICE


Payments for services used in collection and dissemination 


of information to the general public and for informational 


purposes within an agency, such as clipping service, 
newsletters, newspaper/magazine subscriptions, 
subscriptions for internet service, etc., which are not 
included under another category of object of expenditure.


NOTE: May require review by OMES Information Services.


531180 BANK SERVICE 


CHARGES


Payments of bank service charges (e.g., charges for 


services to maintain state bank accounts), bank card 


service charges (e.g., charges in connection with accepting/
processing customer credit card payments at state parks 


and lodges, maintenance of agency-owned corporate credit 
card, etc.), and other similar charges.


NOTE: Includes payment of charges the OST passes on to 


agencies for “stop pay” transactions. 


531190 EXHIBITIONS, SHOWS & 


SPECIAL EVENTS


Payments for the expenses of agricultural shows, special 
cultural exhibits, historical celebrations, and etc.


531200 CONVENIENCE FEES – 


PORTAL


Payment of convenience fees to the portal developer 


(usually OMES).
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531210 DATA CENTER 


CHARGES - PORTAL


Payment to OMES for data center charges related to the 


portal.


531220 BURIAL CHARGES Payments of burial expenses for deceased patients, wards 
or inmates of State Institutions, where such charges devolve 
upon a state agency.


531230 ERP SYSTEM SERVICES Payment of the State Enterprise Resources Planning 


system services for all defined transactions. HB 1046 (2005)
NOTE: Requires OMES Information Services review.


531250 LICENSES, PERMITS, 


CERTIFICATES AND 


OTHER RIGHTS OR


PRIVILEGES


Payments for the purchase of licenses, permits, certificates 
and other rights or privileges as required in the operation 


of an agency (e.g., Notary Public Commission fee, hospital 


license fee, etc.). 


NOTE: Payments for purchase of computer software 
licensing in connection with purchase/rent of computer 
software should be charged under OEC 532170 - Rent of 
Data Processing Software, or OEC 541130 - Purchase of 
Data Processing Software, as appropriate.


531260 MEMBERSHIP IN 


ORGANIZATIONS


Payments of dues and fees for agency (institutional/


organizational) membership in authorized organizations, 


associations (e.g., Council of State Governments, etc.). May 


also include payment of individual (employee) memberships 


when authorized by state statute, grant or other edict.


531280 LATE-PAYMENT 


INTEREST AND OTHER 


PENALTY CHARGES


Payment of interest under the provisions of 62 O.S. § 


34.71 - 34.74, billed for late payment of vendor’s invoice 


by a state agency. Also includes payment of other penalty 


type expenses for which a vendor is entitled to charge state 
agency customers (e.g., order cancellation fees, restocking 


service charges, etc.)


531290 PREMIUMS - SURETY 


& OTHER REQUIRED 
BONDS


Payments for the purchase of surety or other bonds required 


to operate an agency.


531310 PREMIUMS - PROPERTY 


OR LIABILITY 


INSURANCE (STATE


AGENCIES)


Payments of premiums by state agencies for property and 


liability insurance including the state Risk Management 


Program.


NOTE: For payments by institutions of the system of Higher 


Education, use OEC 531520.
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531320 EVIDENCE FUND 


EXPENSES


Payments made under special provisions of state statutes 


providing for the disbursement of monies to obtain evidence.


NOTE: Payments under this OEC apply only to those 


agencies authorized by state statutes to maintain/disburse 


monies in connection with gathering of evidence under 
assigned investigative powers.


531330 JURY AND WITNESS 


FEES


Payments made by state agencies to individuals for jury 


and witness fees authorized by state statute or other legal 
authority (e.g., 22 O.S. § 722; 28 O.S. § 81, etc.), such as 


flat fee amounts intended for per diem expenses, but would 
exclude reimbursements of actual costs such as mileage.


531350 UTILITY CHARGES - 


OTHER UTILITIES 


Payments to suppliers of utilities and utility type services, 


such as steam or other heat, water, sewage disposal, etc. 
NOTE: Do not include costs of producing these utilities by 


an agency itself.


531360 UTILITY CHARGES - 


NATURAL GAS


Payments to utility companies for natural gas services.


531370 UTILITY CHARGES - 


ELECTRICITY


Payments to utility companies for electric services.


531380 INTER-GOVERNMENTAL 


PAYMENTS


Payments to the U.S. Government, other states and 


inter-state agencies (e.g., state compacts, etc.). Include 


payments to Oklahoma state agencies only when there is 
not a specific vendor type code for the expense. Do not 
include local governmental subdivisions (See Category 


555000 for payments subject to that category) unless for 


a purchase or service not otherwise covered by a regular 
code.


531390 PHOTOGRAPHIC 


SUPPLIES 


Payments for photographic supplies, such as photo film, 
flashbulbs, darkroom supplies, microfilm, etc.


531410 TUITION - TRADE/


VO-TECH SCHOOLS 


AND OTHER TRAINING 


CENTERS


Payments for tuition and related educational materials in 


connection with employee attendance at private or public 
sector trade schools and other training centers for job 


related vocational education and training. May also include 


payment of employee reimbursement (non-travel) of tuition 


costs when attendance is required/approved as part of the 
agency’s authorized training program for employees and 


officials.
NOTE: Tuition training shall be subject to the rules and 


regulations of the agency’s/institution’s governing board or 


other authority.
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531420 TUITION - HIGHER 


EDUCATION COLLEGES/


UNIVERSITIES


Payments for tuition and course materials in connection 


with job-related higher education or other academic training 
at an accredited college or university for attendance by 


state officials and employees. May also include payment of 
employee reimbursement (non-travel) of tuition costs when 
attendance is required/approved as part of the agency’s 


authorized training program for employees and officials. 
NOTE: Tuition training shall be subject to the rules and 


regulations of the agency’s/institution’s governing board or 


other authority.


531450 OMES DIVISION OF 


CAPITAL ASSETS 


MANAGEMENT SANTA 


CLAUS COMMISSION


Payment for purchase of seasonal supplies and materials 


made by OMES Capital Assets Management for operations 


of the Santa Claus Commission. 


531470 THIRD PARTY 


ADMINISTRATOR - IRS 


SECTION 125


Payments to a third party administrator (TPA) of an IRS 


section 125 plan (e.g., OMES Human Capital Management 
payments to American Fidelity; other plan payment to 


approved/selected TPA, etc.).


531500 MOVING EXPENSES - 


GENERAL


Payment of expenses related to the movement or relocation 


of a state agency’s furniture and equipment, as when an 
office moves to a new location. 
NOTE: Does not cover moving expenses for an employee 


permanently transferred and relocated at the request of a 


state agency. (74 O.S. § 500.51, et seq.) See OEC 517110.


531520 PREMIUMS - PROPERTY 


OR LIABILITY 


INSURANCE (HIGHER 


EDUC.)


Payments of premiums for property and liability insurance 


including the state Risk Management Program. 


NOTE: For payments by state agencies, use OEC 531310.


531600 MISCELLANEOUS 


ADMINISTRATIVE FEE


Payment of miscellaneous administrative fees, including 


those associated with the purchase of goods or services 
where said fee would be better identified separately (or 
preferred) from the purchase and there is no specific fee 
code established (e.g., processing fees associated with 
multiple invoicing by contract vendor for gasoline purchases, 


OMES Capital Assets Management to turn on AC/Heat in 


buildings during weekends, and etc.).


531650 PROCESS SERVING 


FEES


Payment of fees for process serving in legal or 


administrative actions (i.e., delivery by sheriffs or other 


authorized individuals the copy of a summons/petition to a 


person or to an agent authorized by appointment or by law, 
to receive service of process).


250



http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=102056





Appendix 4: Account Codes – Expenditure


OMES: Statewide Accounting Manual
330


Go to Appendix 4 table of contents
Go to main table of contents


Account 


Code


Category or  


Account Name Description


532000 RENT EXPENSE


532110 RENT OF OFFICE SPACE Payment for rent of general office space used by staff 
personnel for and in the operation of a state agency. 


532120 RENT OF LAND Payment for rent of land required for and in the operation of 


a state agency.


532130 RENT OF OTHER 


BUILDING SPACE


Payment for rent of other building space e.g., warehouse, 
storage, display booths, meeting rooms, etc. used for and in 


the operation of a state agency.


532140 RENT OF EQUIPMENT 
AND MACHINERY


Payment for rent of equipment and machinery used for and 


in the operation of a state agency e.g., uniform rental, etc., 


except payments for (1) rent of electronic data processing 


equipment/machinery (see OEC 532160), (2) rent of 


telecommunications equipment (see OEC 532150), and (3) 


lease purchase option on equipment (see OEC category 


543000). 


NOTE: Cost of rental of equipment used in producing 


or processing a commodity should be included in the 


aggregate cost of the commodity.


532141 RENT OF MOTOR 


VEHICLES


Payments for the rent of motor vehicles used for and in the 


operation of a state agency. Rental is short-term use of a 


vehicle, normally for periods of up to 90 days.


532142 LEASE OF MOTOR 


VEHICLES


Payments for the lease of motor vehicles used for and 


in the operation of a state agency. Lease is a long term 


commitment use of a vehicle, normally for periods counted 


mostly in years.


532150 LEASE OF 


TELECOMMUNICATIONS 


EQUIPMENT


Payment for lease of telecommunications equipment (e.g., 


telephone/fax, telegraph, radio, etc.), excluding lease 


purchase options (OEC 543150). 


NOTE: Does not include monthly charges for 


telecommunications service, such as telephone (see OEC 


531130).


NOTE: Requires OMES Information Services review.


532160 RENT OF ELECTRONIC 


DATA PROCESSING 


EQUIPMENT


Payments for rent of equipment utilized in data processing, 


excluding lease purchase (code 543120). 


NOTE: Requires OMES Information Services review.
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532170 RENT OF DATA 


PROCESSING 


SOFTWARE


Payments to computer vendors and/or software companies 
for use of various programming aids (e.g., assemblers, 


generators, subroutine libraries, compilers, operating 


systems and application programs), including related 


“software licensing” charges. Excludes lease purchase 
options, OEC 543130.


NOTE: Requires OMES Information Services review.


532190 OTHER RENTS Payments of other rents, e.g., post office boxes, books, 
films, parking space, etc.
NOTE: Payment for rent of post office box must be made to 
the U.S. Post Office (74 O.S. § 90.2).


533000 MAINTENANCE & REPAIR EXPENSE


533100 MAINTENANCE & 


REPAIR OF OTHER 


ITEMS – OUTSIDE 


VENDOR


Payments to an outside vendor for maintenance and repair 


of state-issued protective clothing and employees’ uniforms; 


of clothing issued to inmates, patients and wards of the 
state; and institution-owned personal living items (e.g., 
linens, bedspreads, blankets, towels, bath cloths, gowns, 
etc.) supplied to inmates, patients and wards in custody of 
the state. This may also include maintenance and repair of 


other state-owned or state issued items (non-equipment and 
machinery).


533110 MAINTENANCE & 


REPAIR OF BUILDINGS 


AND GROUNDS - 


OUTSIDE VENDOR


Payments to outside vendors for ongoing maintenance 


and repair of buildings and grounds, inclusive of materials, 


supplies and labor: (1) Repair to buildings and grounds 


due to wear and tear and/or accidents (e.g., roof repairs, 
painting, plumbing, electrical, etc.); and (2) general 


maintenance services of building and grounds (e.g., 


housekeeping/maid/ janitorial, trash hauling, exterminator, 


lawn and garden, tree trimming, etc.)
NOTE: Does not include alterations to buildings (See OEC 


546210).


533120 MAINTENANCE & 


REPAIR OF EQUIPMENT 
AND MACHINERY- 


OUTSIDE VENDOR


Payments to outside vendors for ongoing repair and 


maintenance of equipment, machinery, motor vehicles, etc., 


due to routine wear and tear, as well as accidents, inclusive 
of parts, materials, supplies and labor. Also covers payment 


of maintenance contracts purchased on equipment/


machinery. 


NOTE: Does not include maintenance and repair of 


telecommunications or data processing equipment. See 


OEC 533130 or 533140.
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533130 MAINTENANCE 


& REPAIR OF 


TELECOMMUNICATIONS 


EQUIPMENT- OUTSIDE 
VENDOR


Payments for repair and maintenance of 


telecommunications equipment by outside vendor due to 


routine wear and tear, as well as accidents, inclusive of 
parts, materials, supplies and labor. Also covers payment of 


maintenance contracts purchased on telecommunications 


equipment. 


NOTE: Requires OMES Information Services review.


533140 MAINTENANCE & 


REPAIR OF DATA 


PROCESSING 


EQUIPMENT - OUTSIDE 
VENDOR


Payments for repair and maintenance of data processing 


equipment by outside vendor due to routine wear and tear, 
as well as accidents, inclusive of parts, materials, supplies 
and labor. Also covers payment of maintenance contracts 


purchased on the data processing equipment. 


NOTE: Requires OMES Information Services review.


533150 MAINTENANCE & 


REPAIR OF DATA 


PROCESSING 


SOFTWARE - OUTSIDE 


VENDOR


Payments for repair and maintenance of data processing 


software by outside vendor, inclusive of materials and labor. 
Also covers payment of maintenance contracts purchased 


on data processing software.
NOTE: Requires OMES Information Services review.


533180 GENERAL 


HOUSEKEEPING/


JANITORIAL/SANITATION 


SUPPLIES AND 


MATERIALS


Payments for general housekeeping and janitorial 


supplies and materials (e.g., cleaning soaps, floor sweep 
compounds, mops and brooms, dust cloths, etc.) used in 


the upkeep of a building or facility. Also includes laundry 


supplies (e.g., detergents, bleaches, fabric softeners, 


etc.) used for cleaning of patients’ and wards’ of the state 
personal effects, rooms, dorms and other living areas. May 


also include payments for supplies and materials (e.g., toilet 


tissue, hand soap, hand towels, toilet bowl deodorants, 
garbage/refuse bags, etc.) used for sanitation and health 


purposes in maintaining public-use facilities, e.g., rest 


rooms, roadside rest stops and similar type facilities.  


NOTE: OEC 533180 covers general housekeeping, janitorial 


and sanitation supplies and materials used in the daily 


upkeep and health sanitation of buildings and facilities 


maintained by in-house personnel. Use OEC 533110 or 


533210 for ongoing maintenance and repair of buildings and 


grounds.
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533190 EMPLOYEE 


MAINTENANCE 


ALLOWANCE 


(UNIFORMS, ETC.) 


REIMBURSEMENT 


Payments of expense reimbursement allowance to state 
employees for cleaning and repair of uniforms and other 


authorized maintenance expense allowance not considered 
reportable compensation outside of an accountable plan. 


Does not include uniform rental, use OEC 532140.


NOTE: Payment vouchers for reimbursement of employees’ 


uniform maintenance expense must include on the voucher 


form the statutory authority for the expense allowance.


533210 MAINTENANCE & 


REPAIR OF BUILDINGS 


& GROUNDS - SAME 


AGENCY PERSONNEL


Payments for purchase of supplies and materials (e.g., 


lumber, paint, light bulbs, electrical fuses, pesticides, 


fertilizer, etc.), used in ongoing maintenance and repair of 


buildings and/or grounds by agency-assigned personnel.


533220 MAINTENANCE & 


REPAIR OF EQUIPMENT 
(NON-MOTOR VEHICLE) 


- SAME AGENCY 


PERSONNEL


Payments for purchase of parts, supplies and materials 


used in the maintenance and repair of equipment and 


machinery by agency in-house personnel.


NOTE:


(1) Does not include parts, supplies and materials for 


maintenance and repair of motor vehicles. See OEC 


537290 or 537310. As clarification for the use of expenditure 
account codes relating to motor vehicles, OMES is defining 
a motor vehicle as a vehicle that provides transportation, 


such as passenger cars, trucks, vans, buses, motor homes 


and motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 


road graders, etc. These items would be considered 
equipment, but not motor vehicles.


(2) Does not include parts, supplies and materials for 


maintenance and repair of telecommunications or data 


processing type equipment. See OEC 533230 or 533240.


533230 MAINTENANCE 


& REPAIR OF 


TELECOMMUNICATIONS 


EQUIPMENT - SAME 
AGENCY PERSONNEL


Payments for purchase of parts, supplies and materials 


used in the maintenance and repair of telecommunications 


equipment by agency-assigned personnel.


NOTE: Requires OMES Information Services review.


533240 MAINTENANCE & 


REPAIR OF DATA 


PROCESSING 


EQUIPMENT SAME 
AGENCY PERSONNEL


Payments for purchase of parts, supplies and materials 


used in the maintenance and repair of data processing 


equipment by agency-assigned personnel.


NOTE: Requires OMES Information Services review.
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533250 MAINTENANCE & 


REPAIR OF DATA 


PROCESSING 


SOFTWARE SAME 


AGENCY PERSONNEL


Payments for purchase of materials used in the 


maintenance and repair of data processing software by 
agency-assigned personnel.


NOTE: Requires OMES Information Services review.


534000 SPECIALIZED SUPPLIES AND MATERIALS EXPENSES


534110 FOOD AND KITCHEN 


SUPPLIES AND 


MATERIALS


Payments for purchase of food commodities and ingredients 


used in preparing meals, such as by an institution’s kitchen 


or cafeteria. Also includes dining room/kitchen expendable 


supplies (e.g., paper napkins, disposable flatware and 
dinnerware, etc.); non-expendable supplies (e.g., dishes, 
pots, pans, flatware, etc.); and cleaning supplies and 
materials (e.g., soaps, towels, etc.). 


534160 PRINTING SUPPLIES 


AND MATERIALS


Payments for purchase of supplies and materials (e.g., 


paper stock, offset plates, inks, etc.) used in the operation of 


a print shop or copying office.


534220 RECREATIONAL 


SUPPLIES AND 


MATERIALS FOR 


STUDENTS, INMATES 


AND WARDS OF THE 


STATE


Payments for purchase of recreational supplies and 


materials (e.g., crayons, play dough, games, magazines, 


newspapers, etc.) used for entertainment and recreation 
purposes for students, patients, inmates and wards of the 
state.


534240 PERSONAL-USE 


SUPPLIES - INMATES, 


PATIENTS & WARDS OF 


THE STATE


Payments for purchase of personal-use supplies (e.g., 


cosmetics, toothbrushes, combs, etc.) furnished to inmates, 


patients and wards in residence at state institutions, 
hospitals or other facilities.


534250 INSTITUTIONAL-


SUPPLIED PERSONAL 


EFFECTS (E.G., 


LINENS, TOWELS, 


NIGHTCLOTHES, ETC.) 


Payments for purchase of institution-owned personal living 
items (e.g., linens, bedspreads, blankets, towels, bath 
cloths, gowns, slippers, etc.) supplied to inmates, patients 
and wards in custody of the state.
NOTE: For maintenance and repair of such items, use OEC 


533100.
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534260 MEDICAL SUPPLIES AND 


MATERIALS


Payments for purchase of expendable and non-expendable 


medical supplies and materials used in the prevention and 


treatment of injury, illness and diseases (e.g., medicines, 


vaccines, cotton, alcohol, syringes, oxygen, occupational 


therapy, small items of equipment, etc.). Also includes 


payments for purchases made by the Oklahoma Medical 


Center for emergency medical supplies, pharmaceuticals 


and human organs, as authorized by the hospital’s Board of 


Trustees and 74 O.S. § 85.12.


534270 ARCHITECTURAL 


AND ENGINEERING 


SUPPLIES


Payments for expendable architectural and engineering 


supplies (e.g., blueprints, maps, etc.).


534290 MOTOR FUELS - 


COMMON


Payments for purchase of commonly used motor fuels (e.g., 


gasoline, diesel) for operation of motor vehicles, aircraft or 


marine crafts, and for other equipment using such fuel.


NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 


passenger cars, trucks, vans, buses, motor homes and 


motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 


road graders, etc. These items would be considered 
equipment, but not motor vehicles. 


534310 MOTOR FUELS - 


SPECIAL


Payments for purchase of alternate fuels (e.g., propane, 


compressed natural gas, etc.) used in motor vehicles, 


aircraft or marine crafts, and for other equipment using such 


fuel.


NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 


passenger cars, trucks, vans, buses, motor homes and 


motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 


road graders, etc. These items would be considered 
equipment, but not motor vehicles. 


535000 PRODUCTION, SAFETY, AND SECURITY EXPENSE
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535120 UNIFORMS, CLOTHING 


AND ACCESSORIES


Payments for purchase of state-issued protective clothing, 


uniforms, shoes, accessories (e.g., identification badges), 
etc., such as required by law enforcement, hazardous waste 
and firefighting personnel. Also covers payments for the 
purchase of clothing issued to inmates, patients and wards 
of the state, including materials and supplies to manufacture 


or repair such clothing.


535180 SAFETY & SECURITY 


SUPPLIES


Payments for purchase of non-equipment safety and 


security items (e.g., fire extinguishers, flashlights, 
ammunition, goggles, helmets, hard hats, etc.) required 


to safeguard and protect human life, equipment and other 


property. 


NOTE: Does not include clothing items, see OEC 535120. 


For services (e.g., security patrol, surveillance monitoring, 


etc.), see OEC 515650.


535210 SHOP SUPPLIES 


AND MATERIALS - 


PRODUCTION


Payments for purchase of small-item shop tools, supplies 


and materials (e.g., solvents, hand cleaners, shop towels, 
cordless drills, drill bits, band/circular saw blades, sanding 
paper, holding clamps, carpenter squares, measuring 


tapes, etc.) used in producing goods or services for sale, 


as would be used in the industrial shops of Oklahoma State 
Industries.


NOTE: Do not include shop equipment purchases (OEC 


541180), shop supplies (non-production) purchases 


(OEC 537150) or purchases of raw materials used in the 
manufacture of a finished product for sale. Instead, see 
OEC 564110 - Purchase of Merchandise for Resale.


536000 GENERAL OPERATING EXPENSES


536110 MEETING 


REFRESHMENTS


Payment for purchase of light food and drink items (e.g., 


doughnuts, cake, coffee, tea, soft drinks, etc.) used as 


refreshments and required in connection with business 
meetings or similar type activities. As with all state 
expenditures, such purchase must be for an official public 
purpose. May also include payment for purchase of related 


service items (e.g., disposable plates/flatware, stirrers, 
sweeteners, etc.). 
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536130 OFFICE SUPPLIES - 


NON-EXPENDABLE


Payments for purchase of supplies used in the operation 


of an office (e.g., letter trays, wastebaskets, desk staplers, 
etc.). 


NOTE: Non-expendable supplies are defined as items 
costing less than $500.00 and not immediately consumed 
when placed in use. This may also include inexpensive 
office equipment/furniture type items costing less than the 
above limit.


536140 OFFICE SUPPLIES 


(EXPENDABLE)


Payment for purchase of expendable office supplies, such 
as stationary, file folders, notebooks, columnar pads, carbon 
paper, etc. This would also include the purchase of drinking 
water generally used in the office.
NOTE: Expendable supplies are defined as supply items 
that are immediately expended or used up when placed 
in service. This would not include inexpensive equipment/
furniture type items (See OEC 536130).


536150 DATA PROCESSING 


SUPPLIES


Payment for purchase of supplies (expendable and non-


expendable) utilized in direct support of a data processing 


activity (e.g., ribbons, continuous form paper stock, card 


stock, special-designed form for collection, magnetic tape, 


disk packs, etc.). 


NOTE: Does not include data processing supplies utilized 


strictly within a standard office, e.g., administration, 
personnel, etc. (See OEC 536130 or 536140).


536170 FOOD AND CATERING 


SERVICE


Payments for the purchase of vendor-prepared meals or 


foods served for patients, inmates and wards at state-
operated institutions and facilities. Also includes payments/


reimbursement for vendor-prepared foods (e.g., pizzas, 


hamburgers, etc.) purchased for wards or clients when 
approved and under the authority of state statute, grant or 


other edict. Would also include meal costs associated with 
officially recognized employee recognition award ceremony, 
banquet or reception authorized by statute. Can also include 


authorized meals when appropriate for training classes or 
official meetings (must include justification statement and be 
authorized by agency head or designee), and other official 
events when justified.
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536190 EDUCATIONAL 


SUPPLIES


Payment for purchase of supplies used for education 


and training conducted in a classroom or other organized 


instructional setting. This may also include payments for 


purchase of supplies used for education and training for the 


general public (e.g., information binders, covers, jackets, 


notebooks, etc.).


536210 RECREATIONAL 


ACTIVITY PAYMENTS - 


STUDENTS


Payments for recreational activities for students participating 


in an event as authorized by a state educational institution. 


NOTE: Does not include the actual agency direct payment 


of travel related expenses. (See OEC 522120).


536230 EXAMINATIONS Payments for purchase of examination and test materials 


(e.g., applicant employment tests, employee promotional 


tests, certification tests administered by controlling 
boards, licensing examinations, etc.). May also include the 


payment of fees associated with administering tests and/or 
examinations by a third party.


536250 REVENUE AND TAX 


STAMPS


Payments for purchase of supply stock of revenue and 


tax generating stamps/permits (e.g., liquor/beer/tobacco 


licenses, certificates, etc.) as required by a state agency 
for issuance to the general public. Also, includes payments 


for purchase of inspection or identification stamps, seals, 
decals, plates, etc., as required by state regulatory and 


public safety laws for issuance to the general public. 
NOTE: For payments for licenses, certificates, permits, etc., 
required by an agency for use in its operations (e.g., state 


lodge liquor license, etc.), See OEC 531250.


536260 LOTTERY RETAILER 


COMMISSIONS


Payment of commissions paid to retailers authorized to 


sell Oklahoma State Lottery Tickets. The amount of the 


commission is set by the lottery board of trustees. (FOR 


LOTTERY COMMISSION USE ONLY)


536270 LOTTERY GAMING 
SYSTEM 


Payment to vendor to provide lottery services (online 


terminals, printing tickets, security, accounting system, etc.) 


(FOR LOTTERY COMMISSION USE ONLY)


537000 SHOP EXPENSE


537150 SHOP SUPPLIES – NON-


PRODUCTION


Payments for purchase of small-item shop tools, supplies 


and materials (e.g., solvents, hand cleaners, shop towels, 
cordless drills, drill bits, band/circular saw blades, sanding 
paper, holding clamps, carpenter squares, measuring tapes, 


etc.) not used in producing goods or services for sale (See 


OEC 535210).
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537160 AGRICULTURE & 


VETERINARY SUPPLIES


Payments for purchase of feed and forage for farm or 


laboratory animals and purchase of veterinary medicines, 


supplies and services used for the care and keep of such 


animals. Also payments for the purchase of seeds, bulbs, 


plants, trees and fertilizer used on institutional farms and/


or building grounds; expendable supplies used in operation 


of institutional dairies; and farm/ranch/agriculture supplies 


(e.g., halters, rope, hay forks, cinch ties, clippers, etc.) used 


in operation of a ranch/farm type facility.


537170 WILDLIFE RESEARCH 


SUPPLIES


Purchase of supplies and materials used in research, control 


and conservation of wildlife.


537190 LABORATORY & 


MEDICAL SUPPLIES AND 


MATERIALS


Payments for purchase of supplies, materials, etc., used in 


diagnostic laboratory and medical testing and other testing 


when a service is not provided (e.g., reagents, glassware, 
x-ray film, laboratory animals, etc.).


537210 LABORATORY 


SERVICES


Payments for services used in diagnostic laboratory testing 


of human and animal specimens. Includes the cost of 


services used in other testing.


537290 MOTOR VEHICLE 


SUPPLIES 


(EXPENDABLE)


Payments for the purchase of expendable supplies (e.g., 


oil, grease, antifreeze, etc.) used in the operation and 


maintenance of motor vehicles.


NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 


passenger cars, trucks, vans, buses, motor homes and 


motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 


road graders, etc. These items would be considered 
equipment, but not motor vehicles.
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537310 MOTOR VEHICLE 


PARTS, ACCESSORIES 


AND SUPPLIES (NON-


EXPENDABLE)


Payments for the purchase of replacement parts, 


accessories and non-expendable supplies used in the 


operation and maintenance of motor vehicles (e.g., tires, 


batteries, wiper blades, spark plugs, head lamps, light bulbs, 
seat covers, bedliners, engine/chassis/electrical repair parts, 


etc.).


NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 


passenger cars, trucks, vans, buses, motor homes and 


motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 


road graders, etc. These items would be considered 
equipment, but not motor vehicles.


540000 PROPERTY, FURNITURE, EQUIPMENT AND RELATED DEBT


541000 OFFICE FURNITURE AND EQUIPMENT
NOTE: Furniture and Equipment items costing less than $500.00 and where there is a 
similar supply category OEC, said OEC may be used in lieu of the furniture/equipment code. 


For example, a $100.00 office printer may be charged to OEC 536130, Office Supplies - 
Non-Expendable
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541110 OFFICE FURNITURE 


AND EQUIPMENT
Payments for purchase of general office machines 
(e.g., typewriters, adding machines, postage machines, 
facsimile machines, etc.); furniture (e.g., desks, chairs, 


files, etc.); office equipment (e.g., copying/duplicating 
machines, typewriters, adding machines, etc.) used in 
operation of an office; and movable equipment and furniture 
purchased under authority granted in bond or capital outlay 


appropriations acts.


NOTE: For such items costing less than $500.00, OEC 
536130, Office Supplies - Non-Expendable, may be used.


541120 DATA PROCESSING 


EQUIPMENT
Payments for purchase of data processing equipment 


(hardware) (e.g., computers (including personal/lap top 
versions), punches, sorters, printers, etc.). 


NOTE: Requires OMES Information Services review.


541130 DATA PROCESSING 


SOFTWARE


Payments for purchase of computer software such as used 
in a data processing activity, including related “software 
licensing” costs.


NOTE: Requires OMES Information Services review.


541140 PORTAL SOFTWARE Payments for the cost of development for internet 


applications.


NOTE: Requires OMES Information Services review.


541150 EQUIPMENT AND 
FURNITURE - 


RESIDENTIAL, 


EDUCATIONAL AND 


INSTITUTIONAL


Payments for purchase of furniture and equipment used in 


a residence, school, institution or facility operated by the 


state, including kitchen equipment (e.g., stove, microwave, 
refrigerator, etc.) and household furniture (e.g., beds, 


sofas, tables, etc.); school furniture (e.g., desks, chairs, 


etc.); sweepers and mechanical floor cleaning machines; 
laundry or laundry service equipment (e.g., washers, dryers, 
etc.); fixed building equipment (e.g., hot water heaters, 
air conditioners, etc.); and other related equipment (e.g., 


playground, laboratory (non-medical), sports, occupational 


therapy, yard, museum, etc.). 


541160 EQUIPMENT - MEDICAL Payments for purchase of equipment utilized in a medical or 


nursing care facility (e.g., hospital beds, examining tables, 


operating room equipment, etc.). Also includes payments for 


purchase of scientific equipment used in medical laboratory 
testing or diagnostic service. Do not include nonmedical 


laboratory equipment or institutional-type furniture (see OEC 


541150). 
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541170 EQUIPMENT - 
MANUFACTURING AND 


PRODUCTION


Payments for the purchase of equipment used in the 


manufacture or production of goods or services (e.g., 


boilers, pumps, electric generators, etc., used in producing 


heat, electricity, water or other utilities); printing presses; 
equipment used to produce or process materials for sale or 


use by an agency (e.g., food canning machinery, auto tag 


production machinery, etc.).


541180 EQUIPMENT - SHOP Payments for purchase of equipment used to maintain and 


repair agency buildings and equipment (e.g., carpenter or 


automotive shop equipment - - table/radial arm saws, drill 
presses, motor hoists, floor jacks, etc.).


541190 EQUIPMENT - 
CONSTRUCTION


Payments for purchase of machinery and equipment utilized 


in all phases of construction. Also purchase of drafting and 


surveying equipment associated with construction work.


541220 EQUIPMENT - FIRE, 
SAFETY, AND LAW 


ENFORCEMENT


Payments for purchase of firefighting, safety, rescue and law 
enforcement equipment (e.g., alarm devices, guns, radar 


units, ham radios, etc.).


541230 EQUIPMENT - 
TELECOMMUNICATIONS


Payments for purchase of equipment used in 


telecommunications (e.g., radios, television, fax machine 


and telephone equipment).


NOTE: Requires OMES Information Services review.


541240 EQUIPMENT - 
AGRICULTURE


Payments for purchase of machinery, equipment and tools 


used in operating farms, dairies or other agricultural-related 


activities. 


541250 EQUIPMENT - LAB Payments for purchase of scientific equipment used in the 
operation of a nonmedical laboratory.


541260 EQUIPMENT - 
ENVIRONMENTAL


Payments for purchase of equipment used in connection 


with issues concerning the environment.


541270 EQUIPMENT - MOTOR 
VEHICLE (MOUNTED OR 


ATTACHED)


Payments for purchase of equipment mounted or attached 


on motor vehicles (e.g., winch, loader gate, spray tank, 
canopy, etc.).


NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 


passenger cars, trucks, vans, buses, motor homes and 


motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 


road graders, etc. These items would be considered 
equipment, but not motor vehicles.
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541280 EQUIPMENT - 
MOTOR VEHICLES: 


COMMERCIAL TRUCKS 


AND BUSES


Payments for purchase of motor vehicles designed primarily 


for commercial use, e.g., trucks and buses. 


NOTE: Purchase requires review/approval of OMES fleet 
manager. As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 


passenger cars, trucks, vans, buses, motor homes and 


motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 


road graders, etc. These items would be considered 
equipment, but not motor vehicles.


541290 EQUIPMENT - MOTOR 
VEHICLES: PASSENGER 


CARS


Payments for purchase of vehicles designed primarily for 


personal transportation, e.g., passenger cars, minivans, 


station wagons, etc.). 
NOTE: Purchase requires review/approval of OMES fleet 
manager. As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 


passenger cars, trucks, vans, buses, motor homes and 


motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 


road graders, etc. These items would be considered 
equipment, but not motor vehicles.


542000 LIBRARY EQUIPMENT AND RESOURCES


542110 EQUIPMENT - LIBRARY Payments for purchase of book stacks and other specialized 


equipment utilized in the operation of libraries.


542120 LIBRARY RESOURCE 


AND STUDENT 


TEXTBOOKS


Payments for purchase of publications or other library items 


for reference use. Also, may include payments for purchase 


of textbooks used for students in a classroom. 


NOTE: Does not include payments for purchase of 


textbooks by the State Textbook Committee (See OEC 


555230).


543000 LEASE PURCHASES


543110 LEASE PURCHASE 


- FURNITURE AND 


EQUIPMENT


Payments of a lease contract for furniture and equipment 


that provides for a purchase option at some price below the 
original sale price. 


543120 LEASE PURCHASE - 


DATA PROCESSING 


EQUIPMENT


Payments of a lease contract for electronic data processing 


equipment that provides for a purchase option at some price 


below the original sale price.
NOTE: Requires OMES Information Services review.
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543130 LEASE PURCHASE - 


DATA PROCESSING 


SOFTWARE


Payments of a lease contract for data processing software 
that provides for a purchase option at some price below the 
original sale price.


NOTE: Requires OMES Information Services review.


543140 LEASE PURCHASE - 


LAND AND BUILDING


Payments of a lease contract for land and buildings that 


provides for a purchase option below the original sale price.


543150 LEASE PURCHASE - 


TELECOMMUNICATIONS 


EQUIPMENT


Payments of a lease contract for telecommunications 


equipment that provides for a purchase option at some price 


below the original sale price.
NOTE: Requires OMES Information Services review.


543160 INTEREST PAYMENTS – 


CAPITAL LEASES


Payments for interest on capital leases.


NOTE: Requires OMES approval.


544000 LIVESTOCK AND POULTRY


544120 LIVESTOCK AND 


POULTRY


Payments for purchase of livestock for farm work; 
subsequent rental at the state lodges (e.g., horseback 


riding), display purposes (e.g., horses, buffalo, etc.) at state 


lodges); and breeding or subsequent production purposes. 


Also purchase of poultry for production of eggs.


545000 LAND AND RIGHT-OF-WAY


545100 PURCHASE OF LAND Payments for purchase of land or an interest in land.


545110 PURCHASE OF LAND 


IMPROVEMENTS


Payments for the purchase of alterations and other 


improvements to land (e.g., fences, stone walls, roadways, 
walks, drainage, tunnels, grading and terracing and all 
ornamental and commemorative structures).


545120 RIGHT-OF-WAY 


PURCHASE


Payments for purchase of right-of-way and related expenses 
(e.g., relocation of utilities, necessary court costs, relocating 


improvements, etc.).


545210 CONSTRUCTION IN 


PROGRESS - LAND 


IMPROVEMENTS


Payments for new construction and alterations, additions 
and improvements to land before it will be placed in service 
(e.g., fences, stone walls, roadways, walks, drainage, 
tunnels, grading and terracing and all ornamental and 


commemorative structures).


545220 CONSTRUCTION 


IN PROGRESS - 


EQUIPMENT


Payments incurred to construct or develop equipment before 


it will be placed in service.
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545230 CONSTRUCTION 


IN PROGRESS - 


SOFTWARE


Payment incurred for software development during the 
application development stage, if incurred subsequent to the 


completion of the preliminary project stage. Capitalization 


is limited to situations where management authorized and 
commits to financial resources.


545999 PASS THRU ASSETS Payments to vendors for capital asset items that are 


purchased on behalf of other entities.


546000 BUILDING AND OTHER STRUCTURES - PURCHASE, CONSTRUCTION AND 


RENOVATION


546110 BUILDINGS AND 


OTHER STRUCTURES - 


PURCHASE


Payments for purchase of buildings and other capital 


structures (e.g., boat docks, silos, etc.).


546210 BUILDINGS AND 


OTHER STRUCTURES 


- CONSTRUCTION AND 


RENOVATION


Payments for new construction and alterations, additions 
and improvements to existing buildings; including 


permanent, fixed equipment (e.g., heat/air conditioning 
unit); installation of electric wiring and erection of power 
transmission and telephone lines. Also includes payments 


for improvement and alterations to other capital structures.


546220 MAJOR MAINTENANCE 


AND REPAIR OF 


EQUIPMENT


Payments for nonrecurring maintenance and repair of 


equipment (e.g., heavy equipment engine overhaul).


547000 CONSTRUCTION, MAINTENANCE AND REPAIRS OF HIGHWAYS AND BRIDGES


547110 HIGHWAY AND BRIDGE 


CONSTRUCTION - 


CONTRACTUAL COSTS


Payments made under a general contract for highway and 
bridge construction.


547120 MAINTENANCE AND 


REPAIRS TO HIGHWAYS 


AND BRIDGES


Payments for the repair of highways and bridges due to 
wear and accident; contractual payments for maintaining 
roads and highways (e.g., weed cutting, etc.); also, 
purchase of supplies and materials for maintenance and 


repair of roads and bridges (e.g., bridge materials, paving 


materials, etc.).


547210 MAJOR MAINTENANCE 


AND RENOVATION - 


BRIDGES


Payments for major repair and renovation of bridges (e.g., 


widening or constructing a new bed on a seriously damaged 
bridge, etc.).
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548000 BOND INDEBTEDNESS AND EXPENSES


548110 PRINCIPAL PAYMENTS - 


BOND DEBT


Payments on the principal of bonded indebtedness. 


NOTE: Should only be used when the bond issuing authority 
is making payment to the banking or other entity for the 


bond debt principal (e.g., OCIA making payment to the bank 


for bond debt costs – not an agency repaying OCIA for such 


costs).


548120 INTEREST PAYMENTS - 


BOND DEBT


Payments for interest on bonded indebtedness.


NOTE: Should only be used when the bond issuing authority 
is making payment to the banking or other entity for the 


bond debt interest (e.g., OCIA making payment to the bank 


for bond debt costs – not an agency repaying OCIA for such 


costs).


548130 OTHER EXPENSES - 


BOND DEBT


Payments for other expenses pertaining to bond debt 


administration, (e.g., Bond Commission expenses, legal 


services, printing, etc.).


NOTE: Should only be used when the bond issuing authority 
is making payment to the banking or other entity for other 


bond debt expenses (e.g., OCIA making payment to the 


bank for bond debt costs – not an agency repaying OCIA for 


such costs).


550000 GENERAL ASSISTANCE , AWARDS, GRANTS, AND OTHER PROGRAM-DIRECTED 


PAYMENTS (E.G., SCHOLARSHIP & INCENTIVE PROGRAMS, PAYMENT & 


REIMBURSEMENT APPROVED PROGRAMS, PAYMENTS TO LOCAL GOVERNMENTS, 


ETC.)


551000 SOCIAL SERVICES AND ASSISTANCE PAYMENTS


551110 ASSISTANCE PAYMENTS Payments of emergency and general assistance provided 


for by the assistance programs of the state (i.e., Department 


of Human Services, Department of Rehabilitation Services, 


etc.).


551120 ASSISTANCE - 


MISCELLANEOUS 


MEDICAL


Payments for medical treatment provided for/by the 


assistance programs of the state (i.e., Department of Human 


Services, Department of Rehabilitation Services, etc.).


551130 ASSISTANCE - TITLE XIX 


MEDICAID


Payments of Medicaid which is covered by Title XIX and 
administered by the Oklahoma Health Care Authority.
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551140 ASSISTANCE - CHILD 


WELFARE


Payments for examinations to determine the eligibility of 


clients for disability by the state Department of Human 


Services under the federal Social Security Act; and 


payments for the purchase of clothing, clothing accessories 


and hygiene items for juveniles in custody of the Office of 
Juvenile Affairs.


551150 ASSISTANCE - DAYCARE Payments for day care for clients under assistance 


programs of the state Department of Human Services.


551160 ASSISTANCE - 


VOCATIONAL 


REHABILITATION


Payments for rehabilitation programs administered by the 


state (i.e., Department of Human Services, Department of 


Rehabilitation Services, etc.).


551230 MEDICAL SERVICES 


- INDIGENT/OTHERS 


(NON-DEPARTMENT OF 


HUMAN SERVICES)


Payments for outpatient health services for the indigent and 


other persons receiving from non-Department of Human 


Services sources (e.g., outpatient health services, health 


services provided by care facilities, etc.).


551240 HOSPITAL SERVICES 


- INDIGENT/OTHERS 


(NON-DEPARTMENT OF 


HUMAN SERVICES)


Payments for inpatient health services for the indigent and 


other persons receiving assistance from non-Department of 


Human Services sources.


551250 OTHER HEALTH 


SERVICES - INDIGENT/


OTHERS (NON-


DEPARTMENT OF 


HUMAN SERVICES)


Payments for other health services for the indigent and 


other persons receiving assistance from non-Department 


of Human Services sources (e.g., laboratory testing, 


ambulance services, etc.).


551260 ASSISTANCE TO 


VETERANS AND 


FAMILIES


Assistance payments to veterans and dependents made by 


the state Department of Veterans Affairs.


551270 PAYMENTS TO 


PATIENTS AND WARDS


Payments of allowances, work therapy payroll, etc., to 
patients and wards in hospitals or custodial institutions.


551280 BONUSES AND OTHER 


PAYMENTS - INMATES


Payment of trustee payrolls, bonuses and discharge money 


to inmates of correctional institutions.


551290 RECREATIONAL 


ACTIVITY PAYMENTS 


- WARDS, INMATES & 


PATIENTS


Payments for recreational activities for patients, inmates and 


wards in the care of a state institution


551320 WIC - WOMEN, INFANTS 


AND CHILDREN FOOD 


PROGRAM


Payments for the food supplement program administered by 


Oklahoma State Department of Health.
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551350 EMPLOYER TRAINING 


CONTRACTS


Payments made by the Oklahoma Employment Security 


Commission and the State Department of Career-Tech to 


employers for contract services for on-the-job training.


551600 SOCIAL SERVICES 


GRANTS


Payment of grants awarded by social services agencies 
pursuant to federal, state or other directives. (e.g., 


Passthrough federal grants to day cares by the Department 


of Human Services.)


552000 SCHOLARSHIPS, TUITION, AWARDS, AND OTHER INCENTIVE-TYPE PAYMENTS


552100 STIPENDS – OTHER 


NON-EMPLOYEE


Payments for nonemployee stipends pursuant to laws, 
grants or other authorized directives. Such as stipend 


payments to non-state employees serving as council 


members or panelists for advisory boards and/or council 


meetings (e.g., Too Much To Lose advisory council, 


Resource Parent/Teen Panel advisory board, etc.). May also 


include stipend payments specifically authorized in federal 
grants (stipends for participants in programs to attend 


scheduled events, etc.)


NOTE: Does not include payments to students. (See OEC 


552110).


552110 SCHOLARSHIPS - 


STUDENTS


Payments of scholarships and stipends to students for 


educational purposes.


552120 TEACHER STIPENDS Payments to teachers or instructors in the form of incentive 


compensation stipends and which are, therefore, IRS 
reportable. (This code represents payments where a service 
is not provided; however, if a service is provided, the 
appropriate professional services 15XX object code should 


be used.)


552130 OKLAHOMA POLICE 


CORPS STIPENDS


Payments to individuals under the Oklahoma Police Corps 


Act training program administered by the Department of 


Public Safety. These payments are incentive compensation 


stipends and which are, therefore, IRS reportable.


552140 INCENTIVE AWARDS 


- MONETARY AND 


MATERIAL


Payments for monetary and material incentive awards 
authorized by a bona fide incentive awards program (e.g., 
the Incentive Awards for State Employees Act*, National 
Guard Recruitment Incentive program, etc.) Also includes 


associated materials costs, such as lapel pins, paper 


certificates, etc. 
*NOTE: Incentive compensation to state employees and unit 
incentive pay for employees are payroll disbursements. See 


OEC 511230 and 511250, respectively.
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552150 BONUS PAYMENTS TO 


QUALIFIED RECIPIENTS 
(AGENCY SPECIAL 


ACCOUNT)


Payments by the state Department of Human Services 


processes for federally-mandated bonuses to AFDC 


recipients for current support received for any month’s 


entitlements. Child support received is not to be used in 


determining income for grant purposes. 


NOTE: Used for Agency Special Account (ASA) class 


funding disbursements only.  


552160 INCENTIVE PAYMENTS 


- OKLAHOMA BRED 


HORSES (AGENCY 


SPECIAL ACCOUNT)


Payments to owners of Oklahoma bred horses for racing in 
the State of Oklahoma. 


NOTE: Used for Reporting Agency Special Account (ASA) 


class funding disbursements only.


552170 INCENTIVE PAYMENTS 


– OKLAHOMA FILM 


ENHANCEMENT 


REBATE (OKLAHOMA 


TAX COMMISSION USE 


ONLY)


Payments made under the Oklahoma Film Enhancement 


Rebate Program to production companies of a rebate 


approved by the Oklahoma Film Commission. Such rebate 


is payable by the Oklahoma Tax Commission (68 O.S. § 


3624).


552180 PURSE DISTRIBUTION-


OKLAHOMA HORSE 


RACING COMMISSION


Payment to distribute to racetracks and to the Oklahoma 


Breeding Fund Special Account for purse purposes in 


accordance with 3A O.S. § 263.


552210 LOTTERY PRIZE 


PAYMENTS-INSTANT 


GAMES


Payment of prizes to the owners of winning lottery tickets. 
(FOR LOTTERY COMMISSION USE ONLY)


552220 LOTTERY PRIZE 


PAYMENTS – ONLINE 


GAMES


Payment of prizes to the owners of online games winning 
lottery tickets (i.e., Pick 3, PowerBall, Cash 5). (FOR 
LOTTERY COMMISSION USE ONLY)


553000 REFUNDS, INDEMNITIES, RESTITUTION


553120 MONEY COLLECTED 


ON NON-PAYMENT AND 


CLOSED AFDC CASES 


(AGENCY SPECIAL 


ACCOUNT)


Payments made by the state Department of Human 


Services from Agency Special Account (ASA) class funding. 


NOTE: Used for Reporting Agency Special Account (ASA) 


class funding disbursements only.


553130 PAYMENTS LOCAL 


POLITICAL SUB-


DIVISION - COST OF 


COLLECTION (AGENCY 


SPECIAL ACCOUNT)


Payments by the state Department of Human Services from 


Agency Special Account (ASA) class funding. 


NOTE: Used for reporting Agency Special Account (ASA) 


class funding disbursements only.


270



http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=263885

http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=263885

http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=441400





Appendix 4: Account Codes – Expenditure


OMES: Statewide Accounting Manual
350


Go to Appendix 4 table of contents
Go to main table of contents


Account 


Code


Category or  


Account Name Description


553140 COLLECTIONS MADE 


FOR ANOTHER STATE 


(AGENCY SPECIAL 


ACCOUNT)


Payments made by the state Department of Human 


Services from Agency Special Account (ASA) class funding.


NOTE: Used for reporting Agency Special Account (ASA) 


class funding disbursements only.


553150 INDEMNITIES, 


RESTITUTION, 


SETTLEMENTS


Payments to victims for losses and damages suffered due 


to natural or man-made causes. Also includes payments 


of court-ordered restitution or settlements, and other 


associated costs as ordered by the Courts. Also includes 


payments of compensation to waste tire facilities made 
pursuant to the Oklahoma Waste Tire Recycling Act. (27A 


O.S. § 2-11-401, et seq.)


NOTE: May be used for the resolution of out-of-date (prior 


FY) invoice payment disputes pursuant to a properly 


executed settlement agreement and release by the state 


agency and the vendor. This may also be used for OMES 


Capital Assets Management unauthorized commitment 


settlement agreement.


553155 CURRENT/FORMER 


EMPLOYEE 


INDEMNITIES, 


RESTITUTION 


SETTLEMENTS (NON-


REPORTABLE)


This should only be used for payments to current or former 


employees. Incudes payments of court-ordered restitution or 


settlements, and other associated costs as ordered by the 


Courts when the amount is not reportable to the IRS such 
as compensatory damages due to personal physical injury, 


sickness or medical expenses.


553160 LEGAL SETTLEMENTS 


REPORTABLE TO THE 


IRS


Payments identified in court-ordered or other legal authority 
settlements which would otherwise have been coded with 
one of the object of expenditure codes identified for tracking 
as 1099 reportable. (Said codes identified by OMES Central 
Accounting & Reporting). Legal settlements are considered 


non-encumbered payments.


NOTE: This may be used for the resolution of out-of-date 


(prior FY) invoice payment disputes pursuant to a properly 


executed settlement agreement and release by the state 


agency and the vendor. It should not normally be used for 


settlements to employees since such payments are normally 


subject to payroll processing. Exceptions are on a case by 


case basis.
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553165 CURRENT/FORMER 


EMPLOYEE COURT-


ORDERED OR LEGAL 


SETTLEMENTS 


REPORTABLE TO THE 


IRS ON FORM 1099 MISC 


BOX 3


This should only be used for court-ordered or other legal 


authority settlements to employees or former employees. 


Payments for punitive, liquidating, other taxable damages 


or costs, and payment for compensatory damages not paid 


on account of personal physical injuries or sickness for 


example emotional distress. [This code is not appropriate for 


any form of back pay, front pay, overtime pay, dismissal pay, 


severance pay. These payments must go through payroll. If 


a payroll reportable item is erroneously processed through 


accounts payable, contact OMES CAR Payroll Reporting at 


405-521-3258 for assistance correcting.]


553170 ROYALTIES Payments of royalties to individuals or corporations resulting 


from sale of publications, research, inventions, etc.


553180 SETTLEMENTS - PAID 


TO/THRU ATTORNEY


Payments for settlements of litigation when checks are 
issued to (either as sole payee or joint payee) or delivered 


to an attorney not retained by the State. (For plaintiff and 


plaintiff’s attorney for awarded amount.) 
NOTE: The total amount of the settlement, not just the 


attorney’s portion (if known), should be included on the 1099 
form issued to the attorney. Agencies will need to adjust the 
1099 registers to reflect the total amount of the settlement. 


553190 REFUNDS - 


OVERPAYMENT 


CHARGES


Payments of refunds for overpayments received for licenses 


or other fees collected by a controlling agency, board 


or commission. Also may include payments of returned 


unused monies received under a grant or similar contractual 


agreement. May further include payment to a bank to


cover loss of monies released by the bank for deposit to 


an agency’s account (maintained for such deposits) when 
due to redemption of customer’s bad check for purchase of 


services (e.g., fishing/hunting license) from the state.


553200 REFUNDS - TAXES Payments of refunds for taxes when authorized by law or 
other edict.


553210 REFUNDS -- HABITAT 


PROGRAM


Payments of refund to dealers for the sale of hunting and 


fishing licenses.
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553220 OTHER IRS 


REPORTABLE 


INDEMNITIES, 


RESTITUTION, AND 


SETTLEMENTS


Payments include prizes and awards paid to individuals 
other than employees (NOTE: employee awards and prizes 
must go through payroll); legal settlements for punitive 


damages, damages for nonphysical injuries or sickness, and 


any other taxable damages (this would be for nonemployee 
and non-contractor settlements but not settlement payments 


to attorneys); payments made to individuals for participating 


in a medical research study or studies; payments made to 


individuals for a deceased employee’s final wages (normally 
these are processed through payroll and should only be 


used on a case by case basis); and payments such as those 


made to individuals under the Firefighter Death Benefit 
(excluding spouse, former spouse, or child - use code 


553150). Payments under this code would be reported in 
Box 3-Other Income on the IRS Form 1099.


553250 PAYMENTS OF 


COLLECTIONS MADE 


FOR ANOTHER 


JURISDICTION


Payments by state agencies of collections made on behalf 


of another jurisdiction, e. g., garnishment court costs 


collections to the Courts.


553260 UNCLAIMED PROPERTY 


PAYMENTS - 


REPORTABLE


Payments by the Office of the State Treasurer (OST) of 
Unclaimed Property amounts subject to 1099 reporting. 


(FOR OST USE ONLY)


554000 PROGRAM REIMBURSEMENTS, LITIGATION COSTS


554110 WITHDRAWALS - 


AGENCY / TRUST 


FUNDS


Payment of withdrawals and disbursements of monies held 
by the state in an agency or trust relationship (i.e., where 
only at the request or direction of the principal or beneficiary 
can the money be withdrawn. For example, an inmate 
directs payment from monies held by the institution in trust 


for the inmate). 


NOTE:  Used for reporting Agency Special Account (ASA) 


class funding disbursements only.
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554120 APPROVED PROGRAMS 


- PAYMENTS AND 


REIMBURSEMENTS


Payments and reimbursements for expenditures and 


expenses made/incurred by state and local government 


agencies and nonprofit community organizations when 
certain criteria is met by the requesting agency as stipulated 


in the approved program for services on behalf of the paying 


agency.


554150 CONSUMER/CITIZENS 


LITIGATION EXPENSES


Payments for expenses incurred in legal proceedings 


involving buyer/user litigations.


554170 DISTRICT ATTORNEY 


COUNCIL APPROVED 


EVIDENCE FUND 


PAYMENTS (AGENCY 


220)


Payments of District Attorney Council approved expenses 


for reimbursement to the districts’ attorney, such as for 


expert witness fees.


554190 VOTER REGISTRATION 


SERVICES (STATE 


ELECTION BOARD)


Payments to motor license agents for voter registration 


applications and applications for change in voter registration 


taken as made by the State Election Board. (26 O.S. § 


4-109.3)


554200 PAYMENTS UNDER 


THE ODWC HABITAT 


IMPROVEMENT 


PROGRAM


Payments to land owners participating in the Oklahoma 
Department of Wildlife Conservation’s Habitat Improvement 


Program. Such payments represent partial reimbursements 


for land improvements made to promote improved wildlife 
habitats.


554210 OKLAHOMA E911 


EMERGENCY SERVICE 


PROGRAM (OKLAHOMA 


CORPORATION 


COMMISSION)


Payments to telecommunication service providers qualifying 


for financial support under the Oklahoma Corporation 
Commission’s E911 Emergency Service Program. Such 


payments represent financial support to defray the cost 
of purchasing and installing equipment for enhanced 911 


emergency systems across the state. (17 O.S. § 139.109)


554220 PUBLIC HEALTH 


PREPAREDNESS & 


RESPONSE – PAYMENTS 


& REIMBURSEMENTS


Payments and reimbursements for expenditures incurred 


by facilities in order to increase response in the event of a 


public health and/or terrorist event.
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554230 REIMBURSEMENTS AND 


REPAYMENTS – OTHER


Payment of reimbursements and repayments under qualified 
programs established by state, federal or other edict, when 
a separate account code is not available. This includes state 


authorized reimbursement payments by D.E.Q. for Wheel 
Wash Systems at Landfills (27A O.S. § 2-10-802.B.3.c.), 


the Oklahoma Dental Loan Repayment Program by the 


State Dept. of Health (63 O.S. § 1-2710), reimbursement 


to businesses under student internship grant programs by 


colleges and universities, and other reimbursements not 


otherwise covered by a separate account, etc.


555000 PAYMENTS TO LOCAL GOVERNMENTAL SUBDIVISIONS AND NON-PROFIT ENTITIES


NOTE: The term local governmental subdivisions includes water districts, school districts, 
fire districts, multi-county; multi-city; counties, cities, towns, schools; etc., controlled by a 
state agency, including another state agency when applicable and meeting the following 
criteria.


This category of expenditures covers payments of assistance, grants, and apportionment 


type disbursements, whether they are paid from federal grant awards, state appropriations, 
or other revenue sources. This category of object of expenditure should not be used 


for operational-type expenses. Normally payments using these codes are pass-through 


amounts, local project awards, etc., whereby, the state and/or agency does not receive a 
direct benefit such as goods or services. 


555110 PAYMENTS - GENERAL 


GOVERNMENT


Payments to local government subdivisions and nonprofit 
entities to supplement their local government budget.


555120 PAYMENTS - PUBLIC 


SCHOOL EDUCATION


Payments to local governmental subdivisions and nonprofit 
entities to supplement the educational budget.


555130 PAYMENTS - 


VOCATIONAL 


& TECHNICAL 


REHABILITATION


Payments to local governmental subdivisions and non-


profit entities to supplement their vocational and technical 
rehabilitation programs.


555140 PAYMENTS - HEALTH & 


SOCIAL SERVICES


Payments to local subdivisions to supplement and non-profit 
entities their health and social services programs.


555150 PAYMENTS - LAW 


ENFORCEMENT AND 


SAFETY


Payments to local subdivisions and non-profit entities to 
supplement their law enforcement and safety programs 
(e.g., updating the police and fire equipment used to protect 
a community).


555160 PAYMENTS - STREET, 


ROADS, HIGHWAYS


Payments to local government subdivisions and non-profit 
entities to supplement their budgets for road and street 


repair.
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555170 PAYMENTS - NATURAL 


RESOURCES


Payments to local subdivisions and non-profit entities to 
supplement their environmental budget.


555180 PAYMENTS - 


CONSTRUCTION OF 


PUBLIC FACILITIES


Payments to local subdivisions and non-profit entities to 
supplement their capital outlay budgets.


555190 PAYMENTS - RESEARCH 


& PLANNING


Payments made to local subdivisions and non-profit entities 
for research and planning of local projects.


555210 PAYMENTS - 


APPORTIONMENT 


OF FUNDS (ASA 


REPORTING ONLY)


Apportionment of amounts by the Oklahoma Tax 


Commission.


NOTE: Used for reporting Agency Special Account (ASA) 


class funding disbursements only.


555230 TEXTBOOK PURCHASE - 


TEXTBOOK PROGRAM


Purchase of books made by the State Textbook Committee 


under the provisions of the State Textbook Program. (Also 


see OEC 542120)


559000 ASSISTANCE PAYMENTS TO AGENCIES


559110 ASSISTANCE PAYMENTS 


TO AGENCIES


Payments to a state agency for appropriate expenditures 


enumerated under object of expenditure category 550000, 


such as programs under grants that provide for assistance 


payments. 


NOTE: For both inter- and intra-agency payments.


560000 TRANSFERS AND OTHER DISBURSEMENTS


561000 LOANS, TAXES AND OTHER DISBURSEMENTS


561130 EMPLOYEE 


REIMBURSEMENTS 


(NON-TRAVEL)


Payments on a reimbursement basis to employees and 


officials for certain miscellaneous emergency purchases or 
other purchases not available through their agency’s normal 


purchasing process. (74 O.S. § 250.6, as amended)


NOTE: This Object of Expenditure was created for 
identification and tracking purposes for employees’ non-
travel expenditure reimbursements, as required. However, 
these payments at the agency’s option may be coded under 


the detailed object of expenditure so designated for the 


purchased item(s), e.g., 536130, Office Supplies. 
NOTE: Payment of postage expenses (stamps and rent of 


post office boxes) must be made to the U.S. Post Office only 
(74 O.S. § 90.2).
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561140 POLLUTION 


REMEDIATION


Payments to remedy the current or potential detrimental 


effects of existing pollution. Examples include outlays 


to clean up spills of hazardous wastes or hazardous 
substances and outlays to remove contamination, such 


as, leaking underground storage tanks; asbestos removal; 


chemical spills; water pollution; EPA Superfund sites; and 
Brownfield remediation. Excludes prevention and control 
activities with respect to current operations, future pollution 
remediation activities required upon retirement of an asset, 


landfill closure, and post closure care.


561150 MANSION AND OTHER 


ALLOWANCES


Allowance payments to the Governor for operating the 
mansion; also payments to the college presidents and vice 


presidents for allowances provided for under state statutes.


561170 LOANS Disbursements of loan amounts by authorized state 


agencies.


561180 TAXES & FEES - 


REMITTANCE TO THE 


FEDERAL GOVERNMENT


Payment of Federal taxes and fees collected by a state 


agency and remitted to the Federal Government. Also 


includes payments of assessments levied by the Federal 


Government.


561190 TAXES & FEES- 


REMITTANCE TO THE 


STATE GENERAL FUND


Payment of taxes, fees, etc., collected by a state agency 


and remitted to the State General Revenue Fund.


561200 FEES REMITTED TO 


LOCAL PSAP ENTITIES 


BY OTC


Payments of special tax remitted to local Public Safety 


Answering Point entities meeting certification requirements 
(per the 911 Management Authority Act).


NOTE: Used for reporting Agency Special Account (ASA) 


class funding disbursements only.


561210 TAXES REMITTED 


TO OKLAHOMA TAX 


COMMISSION


Payment of state sales and other taxes collected by a state 


agency and remitted to the Oklahoma Tax Commission. 


Also includes payments of assessments levied by the State 


Government.


561220 TAXES REMITTED BY 


STATE AGENCIES


Payment of authorized taxes (remitted not collected) by 


State Agencies to appropriate government entities (e.g., Ad 


Valorem Tax on property paid to County Governments, etc.)


561230 PURCHASE OF 


SECURITIES AND 


OTHER INVESTMENTS


Payment for securities purchased with retirement system 
reserves, Land Commission investments, Bond Fund 


Reserves, etc.


561240 INVESTMENTS - 


FEDERAL FUNDS


Purchase of investments made with federal award amounts.
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561250 OCAST PROGRAM 


AWARD PAYMENTS


Payments by the Oklahoma Center for the Advancement 


of Science and Technology (OCAST) for research and 


development and technology commercialization program 


contract awards.


561260 EMPLOYEE 


SPENDING ACCOUNT 


REIMBURSEMENT


Payments by the OMES Human Capital Management and 


other approved plans from employee spending account for 


reimbursement of dependent care and medical expenses.


561280 LOTTERY 


DISBURSEMENTS OF 


PRIZES, ETC. (AGENCY 


SPECIAL ACCOUNT)


Payments made by Lottery Commission from Clearing or 


ASA accounts for prizes, MUSL payments, etc.


561300 ARBITRAGE REBATE Payments to the U.S. Treasury of cumulative earnings 


from the investment of bond proceeds that exceed the 


yield on the bond. This payment represents a reduction of 


investment earning


562000 TRANSFERS


562120 TRANSFER TO 


TREASURY FUNDS – 


ONUS


Cash transfers from official depository class fundings to 
operating class fundings (e.g., annually appropriated class 


fundings and revolving class fundings) made by ONUS 


transfer.


NOTE: Used for reporting Agency Special Account (ASA) 


and Agency Clearing Account (ACA) disbursements only.


562130 TRANSFER TO SPECIAL 


ACCOUNT FUNDS


Cash transfers from official depository class fundings to 
special, dedicated (e.g., the annually appropriated class 


fundings or revolving class fundings transferred to an 


Agency Special Account (ASA) class funding.)


NOTE: Used for reporting Agency Special Account 


(ASA) and Agency Clearing Account (ACA) class funding 


disbursements only.


562150 TRANSFER TO 


TREASURY FUNDS – 


J.E. ONLY


Cash transfers from official depository class fundings to 
operating class fundings (e.g., annually appropriated class 


fundings and revolving class fundings) by journal entry only.


NOTE: Used for reporting Agency Special Account 


(ASA) and Agency Clearing Account (ACA) class funding 


disbursements only.


562160 TRANSFER OF 


INVESTMENT FUNDS TO 


MASTER CUSTODIANS


Transfer of monies by authorized pensions systems and the 


Employees Group Insurance Division to master custodians, 


and authorized transfer of other dedicated amounts to 


master custodians.
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562170 REPLACEMENT 


WARRANTS (FOR OMES 


USE ONLY)


Issuance of replacement warrants for original warrants 
canceled by statutes or lost


562190 ESTABLISHMENT 


OR INCREASE OF 


IMPREST (PETTY) CASH 


ACCOUNT


Payments made to establish an imprest (petty) cash account 


or increase an existing account amount. 


NOTE: Payments to replenish a Petty Cash Fund must be 


charged to the applicable expenditure codes relating to the 


various purposes for which the amounts being replenished 
were paid out (e.g., 536130 - Office Supplies; 531120 - 
Postage (i.e., postage due), etc.).


562200 TRANSFER OF FUNDS 


FOR WARRANT 


REDEMPTION 


(RESERVED- OMES 


APPROVAL)


Cash transfers of amounts for warrant redemption tracking.


562210 TRANSFER OF 


NETTED BANK FEES 


(RESERVED-OMES 


APPROVAL)


Cash transfers such as those made to the General Revenue 


Fund by the Office of the State Treasurer of bank service 
fees netted from interest on State monies.


563000 EMPLOYEE WITHHOLDING


563110 EMPLOYEE 


WITHHOLDING-


WITHHOLDING PAYABLE 


OMES USE ONLY


Used by OMES on payments made to Internal Revenue 


Service for amounts transmitted outside of the payroll 


system.


563130 EMPLOYEE 


WITHHOLDING-


OVERPAYMENT 


REFUNDS OMES USE 


ONLY


Used by OMES only for taxes refunded on Overpayment 


Refunds.


564000 MERCHANDISE FOR RESALE


564110 MERCHANDISE 


FOR RESALE - RAW 


MATERIALS AND STOCK/


SUPPLY ITEMS, AND 


OTHER AUTHORIZED 


PURCHASES FOR 


RESALE


Purchase of stock items or supplies used for resale. Also 


includes the purchase of supplies and materials used in 


the production or preparation of merchandise for sale (e.g., 


lumber, food ingredients, assembly items, etc.). In addition 


this includes items purchased by OMES Capital Assets 


Management Surplus Properties (e.g., automobiles, tractors, 


backhoes, weapons for law enforcement agencies, etc.) and 
resold to state agencies or local governments. 


564120 MERCHANDISE FOR 


RESALE - LIVESTOCK


Purchase of livestock intended to be resold.
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585000 HIGHER EDUCATION EMPLOYEE WITHHOLDING AND PAYMENTS


585060 PAYROLL PAYABLE Payments for net payroll amounts.


585110 FEDERAL INCOME TAX 


W/H


Payments for withholdings withheld from the H.E. payroll for 
Employee Federal Income Tax


585120 FICA-ER SHARE Payments from the H.E. payroll for Employer Share for FICA


585125 FICA-EE SHARE Payments for withholdings withheld from the H.E. payroll for 
Employee Share for FICA


585130 MQFE-ER SHARE Payments from the H.E. payroll for Employer Share for 


MQFE


585135 MQFE-EE SHARE Payments for withholdings withheld from the H.E. payroll for 
Employee Share for MQFE


585140 STATE INCOME TAX W/H Payments for withholdings withheld from the H.E. payroll for 
Employee State Income Tax


585200 OPERS-ER SHARE Payments from the H.E. payroll for Employer Share for 


OPERS


585205 OPERS-EE SHARE Payments for withholdings withheld from the H.E. payroll for 
Employee Share for OPERS


585220 DEFERRED COMP-ER 


MATCH


Payments from the H.E. payroll for Employer Share for 


Deferred Comp Match


585225 DEFERRED COMP-EE 


MATCH


Payments for withholdings withheld from the H.E. payroll for 
Employee Share for Deferred Comp Match


585230 OLERS-ER SHARE Payments from the H.E. payroll for Employer Share for 


OLERS


585235 OLERS-EE SHARE Payments for withholdings withheld from the H.E. payroll for 
Employee Share for OLERS


585310 W/H-OTHER 


INSURANCE-2%


Payments for withholdings withheld from the H.E. payroll for 
Other Insurance – 2% Fee


585315 W/H-OTHER 


INSURANCE-NO FEE


Payments for withholdings withheld from the H.E. payroll for 
Other Insurance –No Fee


585320 W/H-OTHER 


RETIREMENT-1%


Payments for withholdings withheld from the H.E. payroll for 
Other Retirement – 1% Fee


585325 W/H-OTHER 


RETIREMENT-NO FEE


Payments for withholdings withheld from the H.E. payroll for 
Other Retirement – No Fee


280







Appendix 4: Account Codes – Expenditure


OMES: Statewide Accounting Manual
360


Go to Appendix 4 table of contents
Go to main table of contents


Account 


Code


Category or  


Account Name Description


585330 W/H-CREDIT UNION AND 


BANKS


Payments for withholdings withheld from the H.E. payroll for 
Credit Union and Banks


585340 W/H-EMPLOYEE TAX 


SHELTER ANNUITY


Payments for withholdings withheld from the H.E. payroll for 
Employee Tax Shelter Annuity


585350 W/H-CAFETERIA PLAN Payments for withholdings withheld from the H.E. payroll for 
Cafeteria Plan


585360 W/H-457 TAX DEFERRED 


RETIREMENT


Payments for withholdings withheld from the H.E. payroll for 
457 Tax Deferred Retirement


585370 W/H-403B TAX 


DEFERRED 


RETIREMENT


Payments for withholdings withheld from the H.E. payroll for 
403b Tax Deferred Retirement


585380 W/H-401K TAX 


DEFERRED 


RETIREMENT


Payments for withholdings withheld from the H.E. payroll for 
401k Tax Deferred Retirement


585385 W/H-401A TAX 


DEFERRED 


RETIREMENT


Payments for withholdings withheld from the H.E. payroll for 
401a Tax Deferred Retirement


585390 W/H-OTHER 


(GARNISHES, LEVIES, 


ETC.)


Payments for withholdings withheld from the H.E. payroll for 
Other Withholdings (garnishes, levies, etc.).


585400 UNEMPLOYMENT TAX-


ER SHARE


Payments from the H.E. payroll for Employer Share for 


Unemployment Tax (for covered employers)


585405 UNEMPLOYMENT TAX 


W/H


Payments for withholdings withheld from the H.E. payroll for 
Employee Share for Unemployment Tax


600000 AFP ENCUMBRANCES AND EMPLOYEE WITHHOLDING


601000 AFP ENCUMBRANCES


601100 AFP ENCUMBRANCES 


(FOR AUTHORITY 


ORDERS ONLY)


This Account Code must only be used when establishing 
authority order encumbrances. This code must be replaced 


with an appropriate 5xxxxx Account Code when the 
vouchers against the authority order are prepared.


633000 EMPLOYEE WITHHOLDING


633100 EMPLOYEE 


WITHHOLDINGS – 


SAVINGS BONDS


Payments for withholdings withheld from the state payroll for 
Savings Bonds
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Account Name Description


633110 EMPLOYEE 


WITHHOLDINGS – 


OTHER INSURANCE – 


2% FEE


Payments for withholdings withheld from the state payroll for 
Other Insurance – 2% Fee


633115 EMPLOYEE 


WITHHOLDINGS – 


OTHER INSURANCE – 


NO FEE


Payments for withholdings withheld from the state payroll for 
Other Insurance – No Fee


633120 EMPLOYEE 


WITHHOLDINGS – 


OTHER RETIREMENT – 


1% FEE


Payments for withholdings withheld from the state payroll for 
Other Insurance – 1% Fee


633125 EMPLOYEE 


WITHHOLDINGS – 


OTHER RETIREMENT – 


NO FEE


Payments for withholdings withheld from the state payroll for 
Other Retirement – No Fee


633130 EMPLOYEE 


WITHHOLDINGS – 


CREDIT UNION


Payments for withholdings withheld from the state payroll for 
Credit Union


633140 EMPLOYEE 


WITHHOLDINGS – 


EDUCATION EMPLOYEE 


TAX SHELTER ANNUITY


Payments for withholdings withheld from the state payroll for 
Education Employee Tax Shelter Annuity


633150 EMPLOYEE 


WITHHOLDINGS – 


OTHER CAFETERIA 


PLAN


Payments for withholdings withheld from the state payroll for 
Other Cafeteria Plan


633160 EMPLOYEE 


WITHHOLDINGS – 


457 TAX DEFERRED 


RETIREMENT


Payments for withholdings withheld from the state payroll for 
457 Tax Deferred Retirement


633170 EMPLOYEE 


WITHHOLDINGS – 


403b TAX DEFERRED 


RETIREMENT


Payments for withholdings withheld from the state payroll for 
403b Tax Deferred Retirement


633180 EMPLOYEE 


WITHHOLDINGS – 


401k TAX DEFERRED 


RETIREMENT


Payments for withholdings withheld from the state payroll for 
401k Tax Deferred Retirement
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Account 


Code


Category or  


Account Name Description


633185 EMPLOYEE 


WITHHOLDINGS – 


401a TAX DEFERRED 


RETIREMENT


Payments for withholdings withheld from the state payroll for 
401a Tax Deferred Retirement


633190 EMPLOYEE 


WITHHOLDINGS – 


OTHER WITHHOLDINGS


Payments for withholdings withheld from the state payroll for 
Other Withholdings (garnishes, levies, etc.).
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OBJECT CODE TO FD ACCOUNT #  03/05/20


OBJECT  EXISTING  


CODE # DESCRIPTION FD ACCOUNT #  


11,12,13 SALARIES & FRINGE


   SALARIES & FRINGE 541010


   WORKERS' COMPENSATION 541210


15 PROFESSIONAL SERVICES


   CONSULTANTS 541020


   ADVERTISING 541141


   AUDITORS SERVICES 541160


19 EMPLOYEE BENEFITS - ADMINISTRATION


   CONSULTANTS 541020


   CONTRACTUAL 541180


21 TRAVEL EXPENSE


   TRAVEL/STATE 541040


   TRAVEL/NON-STATE 541041


22 DIRECT PURCHASE OF AIRLINE TICKETS


   TRAVEL/STATE 541040


   TRAVEL/NON-STATE 541041


   REGISTRATION FEES 541042


31 ADMINISTRATIVE EXPENSE (MISC.)


   SUPPLIES 541090


   PROMOTIONAL SUPPLIES 541091


   PHOTO SUPPLIES 541092


   PHONE & COMMUNICATION 541120


   PHONE/STATE OFFICES 541121


   UTILITIES/OGE 541122 -0001


   UTILITIES/ONG 541122 -0002


   UTILITIES/CITY OF OKC 541122 -0003


   UTILITIES/TRASH SERVICE 541122 -0004


   COMMUNICATIONS/CELL PHONES 541123


   COMMUNICATIONS/INTERNET 541125


   POSTAGE 541130


   FREIGHT 541131


   ADVERTISING 541141


   TRADE SHOWS 541142


   SUBSCRIPTIONS 541143


   INFORMATIONAL SERVICES 541144


   SPONSORSHIP 541145


   PRINTING 541150


   PRINTING/STATE 541151


   MISCELLANEOUS/OTHER 541240


   MEMBERSHIP 541250


   LICENSES 541251


32 RENTAL EXPENSE


   MOTOR POOL 541050


   SPACE RENTAL 541060


   COPIER RENTAL 541070


   EQUIPMENT RENTAL 541080


   EQUIPMENT/DP SOFTWARE 541103


   WORKSHOP/MEETING ROOMS 541190


33 MAINTENANCE & REPAIR


   MAINTENANCE 541110
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   MAINTENANCE/YARD CARE 541110 -0001


   MAINTENANCE/SECURITY SERVICE 541110 -0002


   MAINTENANCE/FIRE ALARM 541110 -0003


   MAINTENANCE/FIRE INSPECTION 541110 -0004


   MAINTENANCE/ELEVATOR 541110 -0005


   MAINTENANCE/BOILER & AC 541110 -0006


   MAINTENANCE/INSURANCE 541110 -0007


   MAINTENANCE/PEST CONTROL 541110 -0008


   MAINTENANCE/FRONT DOORS 541110 -0009


   JANITORIAL 541111


   REPAIRS/BUILDING 541112


34 SUPPLIES & MATERIALS


   FUEL 541051


   SUPPLIES 541090


35 PRODUCTION, SAFETY & SECURITY EXPENSE  


   SUPPLIES 541090


   CONTRACTUAL 541180


36 GENERAL OPERATING EXPENSES


   SUPPLIES 541090


   PROMOTIONAL SUPPLIES 541091


   PHOTO SUPPLIES 541092


   FOOD & BEVERAGES 541260


37 SHOP EXPENSE  


   SUPPLIES 541090


41 OFFICE FURNITURE & EQUIPMENT  


   EQUIPMENT 541100


   EQUIPMENT/OSI 541102


   EQUIPMENT/DP SOFTWARE 541103


42 LIBRARY EQUIPMENT & RESOURCES  


   BOOKS & PERIODICALS 541140


48 BOND INDEBTEDNESS AND EXPENSES


   BUILDING/LEASE PURCHASE 541105


55 PAYMENTS TO LOCAL GOVERNMENT SUBDIVISIONS


   CONTRACTUAL 541180


59 ASSISTANCE PAYMENTS TO AGENCIES


   CONTRACTUAL 541180


61 LOANS, TAXES & OTHER DISBURSEMENTS


   CONTRACTUAL/LOANS 541180


   MISCELLANEOUS/OTHER 541240


69 INTER & INTRA-AGENCY PAYMENTS FOR TRANSFERS


   INDIRECT 541030
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1.4.1 Create requisitions and purchase orders
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Purchase Request Purchase Order


Start
Does division 


director approve 
the requisition?


End


Acquisition 
request is created 


on Portal


Procurement reviews 
acquisition ensuring all 
needed information is 


provided.  If not, works with 
requestor or BL until 


acquisition has needed 
information


Procurement reviews and 
approves requisition in 


PeopleSoft and creates PO 


End


NO


YES
Division director signs 


physical requisition, then 
gives it to BL to  send to 


Procurement


Procurement orders 
goods/services


BL takes to 
appropriate service 
area director for 


approval


Procurement creates 
requisition in PeopleSoft, 
prints out the requisition 
and sends to BL to get 
designated approval


Information is gathered for 
goods/services needed for 
use.  This includes a vendor 


price/quote


Vendor information 
sent to end user


Order is received and 
good/services are sent 
along with the invoice
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1.5.3 Draw Federal Grant Dollars (Gather, Analyze, and Report Data)
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Phase


Run federal billing process to determine and sort the type of 
funds to be drawn (payroll, vendor, travel and sub‐recipient) A 


draw query is produced in this step


Payroll?
Vendor?


Travel/Sub‐
Recipient?


Separate payroll, 
payroll adjustments, 
and indirect billing 
produced on draw 


query 


Payroll


Retrieve travel 
vouchers or vendor 
vouchers that are 
generated in PS 
through the 


accounts payable 
process


Vendor/Travel


Retrieve  vouchers 
that are generated 


through the 
OKGrants voucher 
creation process for 


sub‐recipient


Sub‐Recipient


Review vouchers for 
accuracy


Corrections 
needed?


Return to 
accountant that 


entered information 
into PeopleSoft.


YES


Draw funds from 
respective funding 
sources per draw 


query 


NO
Post funds drawn 
to HP Allotment


Receive OST approval of 
PeopleSoft deposit and set 


deposit to Post in PS.


Receive funds within 1‐2 
days and PeopleSoft 
deposit is created


Prepare HP claim in 
Allotment


Post funds drawn 
to HP FD


Determine which 
vouchers were in 


the deposit 
approved by OST


Enter bud ref on 
vouchers (takes 
out of recycle 


status)


Assign a pay 
group to the 
vouchers


Run Misc Warrant Report and distribute manual 
checks and annotates the allotment system 


with payment information for both manual and 
EFT payments.


File claim package
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Encumbered Payments (Gather, Analyze, and Report Data)
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Phase


Admin Asst. reviews, makes entries in tracking 
log and sends to Accounts Payable Accountant 


for payment.


Pull in PO or receiver 
information and 
complete needed 


fields. 


Enter all information 
into HP and print 


claims


Pull in receiver 
information if needed 
and complete needed 


fields. 


Retrieve OMES pre‐built 
voucher from PeopleSoft 


and update needed 
information


Retrieve PO from 
PeopleSoft


Prepare encumbered voucher by 
first determining if this is a 
payment to OMES or other 


Invoice


Review the voucher and 
supporting documentation to 


ensure expenditures are 
appropriate and allowable under 


state law and/or federal 
regulations and voucher info is 


accrurate


Is the information 
on the invoice 
and voucher 
correct? 


Voucher is signed by CFO or 
Deputy Div. Dir. and 
returned to prior 


accountant for remaining 
process


Return to 
accounts payable 
accountant for 
correction


Yes


Determine if money 
needed is state or 


federal?


Put vouchers using federal 
funds in recycle status, 


draw funds, and record in 
PeopleSoft once received


Place pay date on 
voucher and give to 


CFO or Deputy Div. Dir. 
for signature to send to 


OMES


State
Enter all state monies 
info into HP and attach 
PS claims, run query.


Scan voucher to OMES 
for processing


OMES processes payment as EFT or 
Warrant


No


Make necessary 
corrections
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Unencumbered Payments (Gather, Analyze, and Report Data)
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Establish claims in HP allotment 
and enter amounts and funding 


source. 


Build voucher in 
PeopleSoft


Attach copy of voucher and 
HP print off


Print document 
created in HP in 


prior step
Are the claims for 
FICA or MISC? FICA


M
isc


Build voucher in 
PeopleSoft


Print document 
created in HP in 


prior step


Give to C
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Phase


Give to CFO or Deputy Div. Dir. 
to sign


Review the voucher and 
supporting documentation to 


ensure expenditures are 
appropriate and allowable under 


state law and/or federal 
regulations and voucher info is 


accrurate


Return to Accountant 
to make corrections as 


noted
Corrections Needed?


No


Yes


Send one copy of 
voucher to OMES for 


processing


Enter 
disbursement in 


HP/FD


Enter warrant/EFT 
information received 
from OMES into I:Drive 


spreadsheet


OMES processes payment as EFT or 
Warrant


291







Encumbered Payments (Gather, Analyze, and Report Data)
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for payment.
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information and 
complete needed 


fields. 


Enter all information 
into HP and print 


claims


Pull in receiver 
information if needed 
and complete needed 


fields. 


Retrieve OMES pre‐built 
voucher from PeopleSoft 


and update needed 
information


Retrieve PO from 
PeopleSoft


Prepare encumbered voucher by 
first determining if this is a 
payment to OMES or other 


Invoice
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Phase


Review the voucher and 
supporting documentation to 


ensure expenditures are 
appropriate and allowable under 


state law and/or federal 
regulations and voucher info is 


accrurate


Is the information 
on the invoice 
and voucher 
correct? 


Voucher is signed by CFO or 
Deputy Div. Dir. and 
returned to prior 


accountant for remaining 
process


Return to 
accounts payable 
accountant for 
correction


Yes


Scan voucher to OMES 
for processing


OMES processes payment as EFT or 
Warrant


No


Make necessary 
corrections
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Put vouchers using federal 
funds in recycle status, 


draw funds, and record in 
PeopleSoft once received


Place pay date on 
voucher and give to 


CFO or Deputy Div. Dir. 
for signature to send to 


OMES


Enter all state monies 
info into HP and attach 
PS claims, run query.
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Unencumbered Payments (Gather, Analyze, and Report Data)
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Establish claims in HP allotment 
and enter amounts and funding 


source. 


Build voucher in 
PeopleSoft


Attach copy of voucher and 
HP print off


Print document 
created in HP in 


prior step
Are the claims for 
FICA or MISC? FICA


M
isc


Build voucher in 
PeopleSoft


Print document 
created in HP in 


prior step


Give to CFO or Deputy Div. Dir. 
to sign


Review the voucher and 
supporting documentation to 


ensure expenditures are 
appropriate and allowable under 


state law and/or federal 
regulations and voucher info is 


accrurate


Corrections Needed? Y
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Phase


Return to Accountant 
to make corrections as 


noted
ded?


No


Yes


Send one copy of 
voucher to OMES for 


processing


Enter 
disbursement in 


HP/FD


Enter warrant/EFT 
information received 
from OMES into I:Drive 


spreadsheet


OMES processes payment as EFT or 
Warrant
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1.6.5 Process Subrecipient Request for Payments ‐ Federal (Gather, Analyze, and Report Data)
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Review HP for adequate funding 
balance, request equals HP allotment, 
request dates within contract dates


Ensure IDIS funding adequate and in open status. 
Check to see if Invested Cash balance can be used 


for CDBG.
If ESG, check IDIS activities to ensure proper 


funding is used.
If NSP, review payment request and program 


income report


HUD Funded?
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Yes


Approve payment 
request in OKGrants


Passes initial 
review? 
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Yes


Research and return to 
Program Staff for 


review


Run invoice report for 
all invoices in 


Approved status and 
print


Run PeopleSoft 
Load Report in 


OKGrants


Are there 
errors? No
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correct errors 
OKGrants


Push request back 
to Accounting 
Review Status


Correct errors


Yes


Are there errors in 
the Load Report?  
Does the number 
of rows in the file 


agree to the 
number of invoices 


printed?
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Upload PeopleSoft Load 
Report from OKGrants into 
PeopleSoft by Accountant 2


Build vouchers in 
PeopleSoft


No


Run billing process in PeopleSoft Draw money needed from proper 
funding source


Complete deposit 
for HP/Allotment


Create PeopleSoft deposit after 
receiving funds


A
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Phase


Approve deposit by OST and post in 
PeopleSoft


Complete deposit 
for HP/FD


Prepare HP claim 
in Allotment


Assign paygroup date to vouchers 
that are taken out of recycle 
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1.6.5 Process Subrecipient Request for Payments ‐ State (Gather, Analyze, and Report Data)
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Phase


Upload PeopleSoft Load 
Report from OKGrants into 
PeopleSoft by Accountant 2


Build vouchers in 
PeopleSoft


No


Are there errors in 
the Load Report?  
Does the number 
of rows in the file 
agree to the 
number of invoices 
printed?


Assign paygroup date to vouchers 
that are taken out of recycle 


Prepare HP claim 
in Allotment
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Appendix E:  Timeline for Processing Pay Advances 
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Timeline for processing pay advances in Accounting Services Division: 


Business Day 1 Advance is approved in OKGrants and loaded in PeopleSoft at 2 pm.   Anything that 
comes in after that waits for the next day.  
Business Day 2 Federal Billing is ran in PeopleSoft and the money is drawn from IDIS 
Business Day 3 IDIS takes two business days for receipt of funds so the funds are pending on day 3  
Business Day 4 Funds are deposited in an account owned by the Office of the State Treasurer and we 
claim the money as ours.  
Business Day 5 Money is posted to our agency. The invoice is sent for signature to Rhonda or Stacie.  
Business Day 6 The invoice is sent to OMES for payment.  
Business Day 7 OMES issues the payment.  
 


Holidays and Weekends will add more days. 
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Internal Control Policy 
 
The Oklahoma Department of Commerce has adopted the Committee of Sponsoring Organizations of 
the Treadway Commission (COSO) Integrated Framework as its Internal Control methodology. 
 
There are three agency objectives in this framework: 
 



• Operations 



• Reporting 



• Compliance 
 
There are five integrated components in this framework: 
 



• Control Environment 



• Risk Assessment 



• Control Activities 



• Information and Communication 



• Monitoring Activities 
 



ODOC has job manuals that are kept in the Financial Services Department.  They are very detailed 
manuals so it is not practical to attach all the manuals here, but a number of excerpts are attached so 
you will be able to form an opinion on the level of detail that is in the manual. 
 
The internal control policies are reviewed by the Chief Financial Officer and other relevant staff at least 
annually (or when there is a change in personnel).  In addition, the agency’s Independent Auditors 
comment on the control environment each year.  ODOC has never had a financial significant deficiency 
or material weakness reported in an audit. 
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Financial Report – Audit/Budget Information 
A. Background: 



a. The report “Audit / Budget Information” is a series of workbooks prepared for 
Commerce’s independent auditor in order that they may view the original budget work 
program and the track the changes made during the fiscal year.  One workbook is 
created for the original budget and then as each revision is prepared, submitted and 
approved by the Office of Management and Enterprise Services a new workbook 
outlining the changes for each division, the justification for the revision and a new 
summary page is created.  Each workbook contains multiple worksheets, one for each 
division that outlines by state, revolving and federal the budgeted expenditures by 
major object code.  These individual division sheets are rolled into one summary 
expenditure page for the agency.  The summary page also contains data on the 
budgeted anticipated revenue by source code. 



B. Report Procedure: 
a. Open the folder “Audit – Budget Information” located on Rhonda Lincoln’s OneDrive. 
b. If this is the first report of the fiscal year, open the workbook for the previous fiscal 



year’s original budget work program, “OriginalBWPYYYY” (“YYYY” indicates the fiscal 
year).  Save the file with the new fiscal year extension.  If the original has already been 
created for the current fiscal year, open the most current workbook (budget revisions 
are numbered sequentially) and save with the new revision number.  As an example, 
“RevisionXBWPYYYY” (“X” indicates revision number and “YYYY” indicates fiscal year). 



c. If this is the first report of the fiscal year, ensure there is a worksheet for each division 
and a summary sheet.  If this is not the first report of the fiscal year, ensure that there is 
a worksheet for each division represented in the revision, a revision summary and a 
summary worksheet.   If necessary, insert additional worksheets (or edit those already in 
existence, or delete obsolete worksheets) and indicate the appropriate name on the 
worksheet tab. 



C. First Report of the Fiscal Year -  
a. Update the title at the top of each worksheet by indicating the proper fiscal year. 
b. Clear all the dollar amounts from the “State”, “Revolving” and “Federal” columns. 
c. On the Summary worksheet indicate the budgeted revenue for state appropriations.  



The budgeted revenue for state appropriations under the “State” column should be the 
total of all 19X and 576 funds.  The budgeted revenue for state appropriations under the 
“Revolving” column should be the total for all receipt code “998” debit transfers listed 
on each 2XX budget form 33. 



d. On the Summary worksheet indicate the total budgeted income for the 2XX and 4XX 
funds as listed on the form 33’s, for the source categories:  Income from Money and 
Property (receipt code “411”), Grants, Refunds and Reimbursements (receipt code 
“5XX”) and Sales and Services (receipt code “7XX”).  Income for fund 412 should be 
listed under the “Revolving” column. 



e. Ensure that the total budgeted revenue equals the total state appropriations plus the 
total income to each fund as listed on the OSF budget form 33.  If there is a discrepancy, 
double-check all totals and correct the error. 



f. Click on the tab for the first division worksheet and pull the appropriate budget folder 
from Rhonda Lincoln’s office. 



g. Each division should have a budget packet in their folder that contains a series of budget 
detail pages with set key information listed in the right-hand column.  These detail 
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pages should be bound or paper-clipped together.  Go through each budget page adding 
the total for salary expense (object code 11) for each state-funded page and enter the 
total under the “State Funds” column.  Continue going through each budget page adding 
the total salary expense for the revolving and federal funds and enter each total under 
the correct column on the spreadsheet. 



h. Continue adding the state, revolving and federal totals for each expenditure category 
for the first division.  When complete, check to ensure that the total budget amount 
agrees with the total listed on the activity summary budget form 16’s.  If the totals do 
not agree double-check the amount for state, revolving and federal to pinpoint which 
column contains the error.  Once the column containing the error has been isolated, 
double-check the expenditure totals for each object code and correct. 



i. Complete the summary page expenditure information by adding all the state funded 
salary expenses as listed on the individual division worksheets; enter the total in the 
state funds column.  Continue adding each expense from the individual division 
worksheets and entering the total for state, revolving and federal funds in the 
appropriate column. 



j. The total expenditures on the summary worksheet must equal the total on the budget 
form OSF 21 and/or OSF 18.  Should the total budgeted expenditures not agree, double-
check by comparing the expenditures listed on the summary worksheet with the 
expenditures on the budget form OSF 18.  When the discrepancy is found, correct the 
expenditure information and if necessary, double-check the division budget folders and 
correct the appropriate division worksheet. 



D. Budget Revision: 
a. Open the most current revision workbook and update the title with the new fiscal year 



information (if necessary) and with the appropriate revision number. 
b. Ensure there are worksheets for each division represented in the revision, a revision 



summary and a new budget summary.  Edit or insert new worksheets if necessary. 
c. Clear all dollar amounts from the state, revolving and federal funds columns. 
d. On the division worksheets, enter the changes to the original or previous budgeted 



expenditure amounts.  These changes should be entered in the appropriate state, 
revolving or federal funds columns. 



e. Complete the revision summary page by adding the expenditure revisions listed on each 
division worksheet onto the revision summary page.  An explanation of the reason for 
the revision should be entered at the bottom of the revision summary. 



f. Complete the agency summary worksheet by viewing the previous budget summary and 
adding the expenditure changes from the revision summary.  Enter the new expenditure 
amounts in the appropriate column. 



g. Double-check the total for each object of expenditure by viewing the most current 
budget form OSF 18.  If the totals do not agree with the OSF 18 form, double-check each 
object of expenditure category to determine which is in error and correct.  Be sure to 
correct the division worksheet if necessary. 



E. Original Budget and Revision Reports: 
a. Upon completion of the reports, print a copy of the entire workbook.  Staple the pages 



together. 
b. File the report in Rhonda Lincoln’s office. 



 
Created by Linda Varner 2/5/2002 
Updated 3/12/20 
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Financial and Single Audit Policy 
A. Policy Objective 



a. To set forth the Oklahoma Department of Commerce's (ODOC) policy regarding the 



audit requirements and frequency of an Agency financial and single audit. 



b. To provide guidance on what is required by ODOC for the annual financial and Single 



audits to comply with state statute and federal regulations. 



B. Policy Details 
a. Annual Financial Audit 



i. ODOC will have a Financial Audit performed annually by an independent audit 



firm for all financial transactions in a timely manner adhering to Oklahoma 



statute 74 O.S. § 212a. 



b. Single Audit 



i. For fiscal years in which ODOC expends $750,000 or more in federal funds, 



ODOC will have a Single Audit performed annually by an independent audit firm 



for all financial transactions and programmatic requirements in a timely manner 



adhering to 2 CFR §200.501. 



ii. ODOC will submit the Financial Audit report to the State adhering to 74 O.S. § 



212A and 74 O.S. § 452.10. 



iii. The Office of Management and Enterprise Services will submit ODOC’s Single 



Audit information to the Federal Audit Clearinghouse as part of the State of 



Oklahoma’s Comprehensive Annual Financial Report (CAFR). 



c. Financial Audit Report 



i. The independent audit firm must submit to the Executive Director an official 



Financial Audit report and Single Audit report, if applicable, detailing the results 



of the annual financial and Single audit for all financial transactions and 



programmatic requirements. 



ii. ODOC must provide the Director of the Office of Management and Enterprise 



Services an annual Financial Audit report for all financial transactions no later 



than four (4) months following the close of the fiscal year. 



iii. ODOC will submit the Financial Audit report to the State adhering to 74 O.S. § 



212A and 74 O.S. § 452.10. 



C. Policy Roles and Responsibilities 
a. Finance department will be responsible for establishing an annual contract audit 



services to be conducted by an independent audit firm for the completion of an annual 



financial audit and Single Audit, if applicable, on all financial transactions (Financial 



Audit) and programmatic requirements. 



b. Finance department will be responsible for procuring Financial Audit services following 



the Oklahoma Central Purchasing Act. 



c. ODOC is responsible to have a complete and thorough Financial Audit of the Agency as 



set out in Oklahoma statute. 
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Corrective Action Plan Policy 
A. Policy Objective 



a. To set forth the Oklahoma Department (ODOC) policy for responding to external audits 



and reviews requiring a Corrective Action Plan (CAP). 



b. To provide guidance on what is required by ODOC for a CAP to comply with federal 



regulations. 



B. Definitions 



a. Code of Federal Regulations (CFR) – is the codification of the general and permanent 



rules published in the Federal Register by the departments and agencies of the Federal 



Government produced by the Office of the Federal Register (OFR) and the Government 



Publishing Office. 



b. Corrective Action – means action taken by the auditee that: 



i. Corrects identified deficiencies; 



ii. Produces recommended improvements; or 



iii. Demonstrates that audit findings are either invalid or do not warrant auditee 



action. 



c. Summary Schedule of Prior Audit Finding (SSPAF) - reports the status of all audit 



findings included in the prior audit's schedule of findings and questioned costs and the 



audit findings reported in the prior audit's summary schedule of prior audit findings 



except audit findings listed as corrected or no longer valid. 



d. Management Decision – means the evaluation by the Federal awarding agency or pass-



through entity of the audit findings and corrective action plan and the issuance of a 



written decision to the auditee as to what corrective action is necessary. 



e. Federal Audit Clearinghouse (FAC) – means the clearinghouse designated by OMB as 



the repository of record where non-Federal entities are required to transmit the 



reporting packages required by Subpart F- Audit Requirements of 2 CFR 200. 



C. Corrective Action Plan 



a. Per 2 CFR 200.511 (c) an auditee must prepare a corrective action plan when the audit is 



completed for each audit finding in the current year’s audit report. The auditee must 



proceed with corrective action as soon as possible, beginning no later than upon receipt 



of the auditor’s report (200.521(d)). 



b. Required elements of CAP: 



i. Audit Finding Number: This is the number assigned by the auditor 



ii. State Agency: The official name of the State agency 



iii. Responsible Person, Title: The name of the person who is responsible for the 



resolution of the finding and that person’s official title 



iv. Anticipated Completion Date: This is the planned date of resolution 



v. Agency Response: Concur or Do Not Concur 



vi. Corrective Action Plan: Narrative of the planned corrective action. 



c. Directions for Writing a CAP 



i. Indicate the strategy—the specific means, method, or approach to solving the 



identified problem(s). 
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ii. List the major actions that must be taken to implement the strategy. They 



should be listed in order of completion. In articulating the actions, stay focused 



on the big picture, naming only the most significant to achieve resolution. 



However, the owner of a specific action step may wish to add detail to the 



internal action plan to guide his or her work.  



iii. The actions should be written such that they indicate the measures of 



implementation that tell when the action step or strategy is fully realized or 



carried out. 



d. The division responsible for a federal program with audit findings must submit a CAP to 



the ODOC Chief Financial Officer within 14 days of receipt of the audit draft. 



D. Summary Schedule of Prior Audit Findings 



a. Per 2 CFR 200.511 (b) The summary schedule of prior audit findings (SSPAF) must report 



the status of all findings included in the prior audit’s schedule of findings and 



questioned costs in addition to audit findings reported in the prior audit’s SSPAFs if they 



were not listed as fully corrected or no longer valid. 



b. Required elements of a summary schedule of prior audit findings: 



i. Audit Finding Number: This is the number assigned by the auditor 



ii. State Agency: The official name of the State agency 



iii. Status: Fully Corrected, Partially Corrected, Not Corrected, No Longer Valid 



iv. Reason for Findings Recurrence: Explanation of why the finding recurred 



v. Corrective Action Taken to Date: Describe what corrective actions have been 



taken 



vi. Remaining Corrective Actions: Describe what corrective actions remain 



vii. Significant Differences from Previously Reported Corrective Action Plan: If 



applicable, explain why corrective action taken is significantly different from 



corrective action previously reported. 



c. The division responsible for a federal program with prior audit findings must submit a 



CAP to the ODOC Chief Financial Officer within 14 days of receipt of the audit draft. 
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Financial Statement Preparation Policy 
A. Policy Objective 



a. To defines the policies for reporting the Oklahoma Department of Commerce’s (ODOC) 



financial results to ensure accuracy, reliability, and conformity with Generally Accepted 



Accounting Principles (GAAP). These policies apply to internal and external reporting 



performed on a quarterly and annual basis, as well as the ongoing accounting records 



used to generate this reporting. 



B. Policy Details 
a. Responsibility for Financial Statement Preparation 



i. The Financial Services Division (FS) is responsible for ensuring that ODOC’s 



annual financial statements provided to internal or external parties are 



presented fairly in all material respects, and that these statements are in 



conformity with GAAP.  The State of Oklahoma operates on the cash basis of 



accounting.  As a result, interim reports are prepared on the cash basis of 



accounting due to the time and expense of preparing accrual basis financial 



statements.  Cash basis reporting is not compliant with GAAP.  FS is responsible 



for the timely preparation, review, and submission of all required financial 



reports. All reporting materials are subject to review by an appropriate member 



of the FS team to ensure completeness and accuracy. 



b. Annual Financial Statements 



i. Chief Financial Officer (CFO) compiles the trial balance reports utilizing the 



Combining Trial Balance from the HP financial system and ties out the 



information to the underlying support.  Separate trial balance reports are 



prepared for the federal funds and state funds.  FS retains this supporting 



documentation in the FS files (both hard copy and electronic). 



ii. FS submits the trial balance reports and supporting documentation to the 



external auditor, along with accrual reports detailing expenses to be included as 



accrued expenses in the GAAP basis financial statements. 



iii. As part of their engagement, the external auditors compile the GAAP basis 



financial statements and schedule of expenditures of Federal awards (SEFA), 



then submit them to the CFO for review and approval. 



c. Management Representation Letter 



i. On an annual basis in conjunction with the external financial statement audit, 



the Executive Director, Community Development Division Director, and CFO 



provide a Management Representation Letter to the external auditors. Among 



other representations, this letter the external auditor’s assistance with 



preparation of the financial statements and SEFA, management’s responsibility 



for those nonaudit services (including assigning the CFO to oversee the results 



of the services performed), and that the financial statements are materially 



accurate, complete, and prepared in accordance with GAAP. 
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Financial Report – Budget and Actual 
A. Background: 



a. The Combined Statements of Revenues, Expenditures and Changes in Fund Balance – 
Budget and Actual, is a report that is included in Commerce’s annual audit. This report 
indicates the budgeted and actual revenues and expenditures for all of Commerce’s 
state, revolving and federal funds that have been included in the Budget Work Program. 



b. The information reflected in the report is for the period July 1 through June 30.  
Normally the report is forwarded to Commerce’s independent auditor during the month 
of August or as soon after the end of the fiscal year as possible.  Although the report is 
not due until after the end of the fiscal year, normal practice has been to complete the 
information after the end of each calendar quarter.  By completing it once each quarter, 
budget deficiencies can be isolated and corrected, if necessary, before the end of the 
fiscal year. 



B. Report Procedure: 
a. Open the file “BudgetToActualXXXX.xls” located on Rhonda Lincoln’s “I” drive under 



Excelwrk (XXXX indicates fiscal year).  This file or workbook contains four separate 
worksheets:  state, revolving + 412, federal and totals.  If this is the first report for the 
fiscal year, save the previous year’s file with the new fiscal year extension. 



b. Enter, or if this is not the first report the fiscal year, verify that the total budgeted 
revenues amount on each worksheet is correct.  Enter or verify the budgeted revenues 
for each category as follows: 



i. State Appropriations for the state worksheet should be the total of all “1XX” and 
576 funds as shown on the Budget Work Program form 21 for the appropriate 
fiscal year (excluding carryover).  Revolving Worksheet – State appropriations 
should be the total of any debit transfers as shown on the Budget Work 
Program form 33 (receipt code “998”) for all “2XX” funds. 



ii. Grants, Refunds and Reimbursements for the revolving + 412 and federal 
worksheets, should be the total of all receipt codes beginning with a “5XX” (see 
appropriate fiscal year’s Budget Work Program Form 33).  Enter and/or verify 
the amounts on the appropriate worksheet (revolving and/or federal). 



iii. Sales and Services for the revolving + 412 and federal worksheets, should be the 
total of all receipt codes beginning with a “7XX” (see appropriate fiscal year’s 
Budget Work Program Form 33).  Enter and/or verify the amounts on the 
appropriate worksheet (revolving and/or federal). 



c. Verify that the total budgeted expenditures amount for each category is correct on each 
worksheet (state, revolving + 412 and federal); if it is not, or if this is the first report for 
the fiscal year, enter the budgeted expenditures for each worksheet as follows: 



i. Open the Excel file located on Rhonda Lincoln’s “I” drive titled “Audit – Budget 
Information”. 



ii. If this is the first report of the new fiscal year, open the workbook 
“OriginalBWPXXXX” (“XXXX” indicates the fiscal year).  If this is not the first 
report of the fiscal year, open the workbook with the appropriate fiscal year 
extension and the most current budget revision number.  (The first budget 
revision of the fiscal year will be numbered one, and each revision after will be 
numbered sequentially.)  Once the appropriate workbook is open select the 
“Summary” worksheet. 
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iii. Using the totals on the “Summary” worksheet enter or verify the budgeted 
amounts for the “Budget to Actual” expenditures on each worksheet – state, 
revolving + 412, federal and totals. 



d. To compute the actual revenue received the following steps will need to be taken: 
i. Using the “Summary of Receipts and Disbursements” printout from the Office 



Management and Enterprise Services, add the year-to-date debit transfers for 
each “1XX” and “576” fund.  From this total subtract the year-to-date credit 
transfers for each “1XX” and “576” fund.  This number will represent the total 
state appropriations received to date for the “1XX” and “576” funds.  If this is 
the first quarter of the fiscal year, enter this total in the first quarter column on 
the “State” worksheet.  If this is a quarter other than the first, subtract the 
previous state appropriations from the new total and enter this amount in the 
appropriate column. 



ii. Using the “Summary of Receipts and Disbursements” printout from the Office 
Management and Enterprise Services, add the year-to-date debit transfers for 
each “2XX” fund.  From this total subtract the year-to-date credit transfers, if 
any.  This number will represent the total state appropriations received to date 
for the revolving funds.  If this is the first quarter of the fiscal year, enter this 
total in the first quarter column on the “Revolving + 412” worksheet.  If this is a 
quarter other than the first, subtract the previous state appropriations from the 
new total and enter this total in this amount in the appropriate column. 



1. Using the “Year to Date Deposit Report” printout from the Office 
Management and Enterprise Services, add the major class – 50000 
receipts for each “2XX” and “412” fund.  If this is the first quarter of the 
fiscal year, enter this total in the first quarter column of the “Revolving 
+ 412” worksheet.  If this is a quarter other than the first, subtract the 
previous Grants, Refunds & Reimbursements revenue from the new 
total and enter this amount in the appropriate column. 



2. Complete the procedures outlined in “4-c” for fund “4XX” federal funds 
and enter the total on the “Federal” worksheet. 



3. Using the “Year to Date Deposit Report” printout from the Office 
Management and Enterprise Services, add the major class – 70000 
receipts for each “2XX” type and “412” fund.  If this is the first quarter 
of the fiscal year, enter this total in the first quarter column of the 
“Revolving + 412” worksheet.  If this is a quarter other than the first, 
subtract the previous Grants, Refunds & Reimbursements revenue from 
the new total and enter this amount in the appropriate column. 



4. Complete the procedures outlined in “4-e” for fund “4XX” federal funds 
and enter the total on the “Federal” worksheet. 



iii. To compute the actual salary and fringe expenditures the following steps will 
need to be taken: 



1. Pull copies of all payrolls processed during the applicable quarter from 
the “Payroll” folder located in the second drawer of the five-drawer file 
cabinet located in Rhonda Lincoln’s office. 



2. Going through each page of the payroll, add the total state gross 
salaries plus excess benefit.  To this total, add the previous (if any) state 
salaries amount located in the section marked “Payroll Expenses” 
(normally columns “N” through “V”) on the “BudgetToActualXXXX.xls” 
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workbook, state worksheet; enter this new total.  Continue by adding 
the FICA, State Retirement and State Share of Annuities from each 
payroll for all state funds.  As before, to this total, add the previous 
retirement amount located in the section marked “Payroll Expenses” on 
the “BudgetToActualXXXX.xls” workbook, state worksheet, and enter 
this new total.  Compute the insurance amount by adding the total State 
Insurance amounts from each payroll for all state type funds and enter 
the new total as described above. 



3. Proceed through each of the “Payroll Expenses” columns for “Revolving 
+ 412” and “Federal”, “Prior Year Federal”, “Prior Year General Fund” 
and “General Fund” by going through the above steps for each fund. 



iv. Ensure that the sub-total of all payroll expenses is correct by adding all the 
“PFT/WHT” expenses from the Office Management and Enterprise Services’ 
printout “Budget and Cash Balance”.  If the numbers do not agree go through 
the above steps until the error is found and corrected. 



v. Enter, in the appropriate column, the non-payroll, prior year and current year 
insurance (object code 12xx) and retirement expenditures (object code 13xx) 
from the Office Management and Enterprise Services’ printout “6-Digit 
Expenditure by Fund Report”. 



vi. If this is the first quarter of the fiscal year, enter the quarterly salary expense in 
the appropriate column of the “BudgetToActualXXXX.xls” workbook and on the 
appropriate spreadsheet.  If this report is for the second, third or fourth quarter, 
subtract the previous quarter(s) expense. 



vii. Enter the insurance and retirement expenses by going through the steps 
outlined in “v”. 



e. To compute the actual non-payroll expenditures the following steps will need to be 
taken: 



i. Using the Office Management and Enterprise Services’ “6-Digit Expenditure by 
Fund Report”, add the Fiscal YTD expenditures for the appropriate report year, 
by major object code for each fund type (state, revolving + 412 and federal).  If 
this is the first report for the fiscal year, enter the total for the expenditure by 
major object code on the appropriate worksheet.  If this is not the first report of 
the fiscal year, subtract the previous quarter(s) and enter this amount in the 
appropriate quarter. 



ii. Continue adding the fiscal YTD expenditures for each major object code for each 
fund type.  As before, if this is the first report for the fiscal year, enter the total 
for the expenditure by major object code on the appropriate worksheet.  If it is 
not the first report of the fiscal year, subtract the previous quarter(s) and enter 
the amount in the appropriate quarter’s column. 



iii. Upon completion of the “state”, “revolving + 412” and “federal” worksheets, 
total each revenue category and expenditure category separately as listed on 
the state, revolving + 412 and federal worksheet for the appropriate quarter 
and enter the combined totals on the “Totals” worksheet. 



iv. Ensure that the Total Expenses amount is correct.  This amount can be verified 
by adding the numbers in the YTD Expenditure Total and PFT/WHT columns for 
each fund as listed on the “Budget and Cash Balance” printout from the Office 
Management and Enterprise Services for the appropriate year’s FAAC lines and 
subtracting the expenditures for funds 416 and 426. 
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f. If this report is for the first quarter of the fiscal year, the Fund Balance for the Beginning 
of the Fiscal Year will need to be entered.  This amount is computed by adding the 
beginning cash balance for all the “1XX”, “2XX”, 4XX and 576 funds.  This amount can be 
located on the “Summary of Receipts and Disbursements” printout from the Office 
Management and Enterprise Services. 



g. Enter the CDBG Payroll Advance – Debit or (Credit) amount.  This number can be 
computed by subtracting the Credit Transfers from the Debit Transfers as shown on the 
Office Management and Enterprise Services’ “Summary of Receipts and Disbursements” 
printout for Commerce’s fund 400. 



h. Enter the amount of state cash lapsed by the Office Management and Enterprise 
Services.  Normally the lapsing of cash occurs during the second quarter of the fiscal 
year.  A separate report identifying the total lapsed and the effective date is sent to 
each agency.  A copy of this report is maintained in the appropriate budget folder 
located in the third drawer of Rhonda Lincoln’s five-drawer file cabinet. 



i. Enter the “Change in Agency Investments” amount.  Take the total listed in the “Agency 
Investments” column on the Office Management and Enterprise Services’ printout for 
the current month “Budget and Cash Balance” report and subtract it from the July 1 
beginning balance.  (Do not include any amounts listed for funds 416 and/or 426.) 



j. Verify that the fund balance for the end of the quarter is correct.  This amount can be 
double-checked by adding the cash balance for each “1XX”, “2XX”, 4XX and 576 funds as 
listed on the Office Management and Enterprise Services’ printout, “Budget and Cash 
Balance.”  (Do not add amounts for any 416 or 426 funds.)  If the amount does not 
agree, double-check expenditure totals, CDBG payroll advance amounts, lapsed cash, 
payroll cash (due to payroll cancellations) remaining in the agency’s fund 905, or any 
other legislative adjustments. 



k. When the report(s) is (are) completed, print two copies and distribute as follows: 
i. One copy to Administrative Services Division Director 



ii. One copy filed in folder marked “Budget” located in the second drawer of 
Rhonda Lincoln’s five-drawer file cabinet. 



Created by Linda Varner 2/7/2001 
Updated 3/12/20 
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Cash Adjustments 
A. Background: 



a. Commerce has three types of treasury funds budgeted through the Office of 
Management and Enterprise Services (OMES): State (also known as General Revenue), 
Revolving and Federal.  All funds are three-digit numbers.  Normally state funds begin 
with a number “1” and end in a two-digit fiscal year code.  As an example, a state fund 
for fiscal year 2002 would be 192.  State appropriations can also be made to agencies 
from special cash or welfare funds; in those instances, the fund numbers would be 576 
or 149 respectively.  Revolving funds always begin with the number “2”.  Federal funds 
begin with the number “3” or “4”.  Federal funds budgeted in fund 340 are those which 
fall under the CMIA (Cash Management Improvement Act) regulations.  As of December 
16, 2010, Commerce no longer uses the 340 fund. 



b. OMES and the State Treasurer record and track cash balances by fund number only, 
therefore, if there is a shortage of cash in one set key it could be possible to prepare a 
cash adjustment from another set key.  Cash adjustments between set keys can 
normally be made with no difficulty, however any adjustments on federal funds need to 
be made by the Commerce accountant responsible for ordering the federal funds. 



B. Adjustment Procedure: 
a. State Funds –  



i. Using the Allotment System on the HP 3000, visually check the cash by going 
into “1 – Allotment/Budget” and viewing the current cash balance for the set 
key. 



ii. If there is a deficiency of cash, compute the actual shortage by subtracting the 
payment amount from the cash balance. 



iii. Search the Allotment System for available cash in another set key by entering an 
“S” on the action line and then press enter two times or until the cursor is at the 
fund line.  Enter the state fund number; it is imperative the fund number 
entered be the same as the set key that was short of cash.  Upon entering the 
fund number, the cursor will return to the action line.  When at the action line, 
enter “7” for the Program/FY information.  Enter the same Program/FY 
information as the set key that was short of cash. 



iv. View the cash balance listed for the set key and if necessary, continue scrolling 
through each set key (scroll by pressing “enter”) until a sufficient cash balance is 
found.  If a set key with sufficient cash balance under the same fund and 
program/year was not found, the second choice for adjusting the cash would be 
the same fund and division.  If that choice is not possible, then the next option is 
to adjust the cash from the same fund and the Program/Year of Small Business 
Development Centers pass-through contract (normally this contract does not 
draw any funds until the final quarter of the year). 



v. Using Excel software, locate and open the document named “Cash memo.xls” 
on the Department Drive “I” drive under Admin/Invoices/Cash Adjustments. 



vi. Complete the memo by entering the set key, program/year and cash amount to 
be increased.  Also include the set key, program/year and cash amount to be 
reduced. 



vii. Print one copy of the memo and forward it to the Commerce accountant who 
adjusts cash in Allotment.  It will then be forwarded to the Commerce 
accountant that records the entries in the FD books.  Log the cash transfer in the 



17











 



spreadsheet “Cash Transfers.xlsx” file located in the Department Drive “I” under 
Admin/Invoices/Cash Adjustments. 



b. Revolving Funds –  
i. Using the Allotment System on the HP 3000, visually check the cash by going 



into “1 – Allotment/Budget” and viewing the current cash balance for the set 
key. 



ii. If there is a deficiency of cash, compute the actual shortage by subtracting the 
payment amount from the cash balance. 



iii. Search the Allotment system for available cash in another set key by entering an 
“S” on the action line and then press enter two times or until the cursor is at the 
fund line.  Enter the fund number; it is imperative the fund number entered be 
the same as the set key that was short of cash.  Upon entering the fund number, 
the cursor will return to the action line.  When at the action line, enter "7” for 
the Program/FY information.  Enter the same Program/FY information as the set 
key that was short of cash. 



iv. View the cash balance listed for the set key and if necessary, continue scrolling 
through each set key (scroll by pressing “enter”) until a sufficient cash balance is 
found.  If a set key with the same fund and program/year and sufficient cash 
balance was not found, the second choice for adjusting the cash would be the 
same fund, same program with different FY. 



v. If a set key meeting the above description is not found, then notify the 
appropriate division budget coordinator and hold the invoice until a deposit of 
cash is made. 



vi. If a set key meeting the above description was found, continue the procedures 
as under “State Funds” beginning with step 5. 



 
Created by Linda Varner 03/03/00 
Updated 4/30/20 
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Allotment Transfers, Increases and Reductions 
A. Background: 



a. Once the beginning budget for the fiscal year has been filed with the Office 
Management and Enterprise Services and approved, and all the set keys have 
established on Commerce’s Allotment system, allotment balances can be adjusted by 
the following actions: 



i. Transfer, 
ii. Increase or 



iii. Reduction 
b. A description of each of these actions follows: 



i. Transfers – A transfer can be accomplished if there is adequate allotment 
available for the appropriate FAAC line.  As an example, if a division had an 
excess balance in a salary/fringe set key due to vacant positions, they could 
request to have that excess moved to an operating set key.  Normally these 
transfers can be accomplished with no difficulty.  The crucial thing to remember 
is to ensure the FAAC line information, including fund, account and sub-activity, 
is identical for the set key being reduced and the one being increased.  If the 
FAAC line information is not the same, then the transfer cannot be processed 
unless a budget revision through State Finance Office is accomplished and 
approved. 



ii. Increases or Reductions – Sometimes it becomes necessary to increase or 
reduce allotment balances for set keys.  As an example, Commerce receives a 
new federal grant and a budget revision is prepared and approved by OMES, in 
order to get that allotment increase into the Allotment System, an “Increase” 
would have to be done.  A reduction would simply be the opposite of an 
increase.  Normally a reduction is accomplished when state carryover funds are 
taken away from one fiscal year’s budget, and an increase is accomplished when 
the state carryover revision is approved in the current fiscal year. 



B. Transfer Procedure: 
a. A division director, division budget representative, an accountant needing allotment to 



process a contract or invoice payment(s), a Central Services representative needing 
allotment to process a purchase request, can make allotment transfer requests.  Upon 
receipt of a transfer request or shortage notification, check the allotment balance using 
the Allotment System on the HP 3000.  Going into “1 – Allotment/Budget” and viewing 
the current balance for the set key is how this check can be made. 



b. In some instances, the division director or budget representative may suggest a set key 
to take the allotment from.  If this is the case, double-check the set key being reduced to 
ensure the FAAC line information is identical to the set key being increased.  If the FAAC 
line information is identical then proceed with the transfer as in step 4. 



c. If the FAAC line information in step two is not identical, or if no recommendation for a 
set key to be reduced has been made, search for a set key with an available balance by: 



i. Using the Allotment System on the HP 3000 go into “1 – Allotment/Budget” and 
visually check for a set key with an available balance by entering an “S” on the 
action line.  Press enter two times or until the cursor is at the fund line. 



ii. Enter the fund number.  Once the fund number is entered the cursor will return 
to the action line.  Enter “3” and the cursor will go to the account line where 
you can enter that information.  When the cursor returns to the action line, 
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enter “4” and the cursor will go the sub-activity line where the sub-activity 
information can be entered. 



iii. First choice for a set key to be reduced would be one with the same 
“Program/FY” information as is listed on line 7 of the set key needing additional 
allotment. 



iv. If a set key with the same Program/FY data is not found, continue searching for 
one with the same FAAC information and an available balance.  Do not transfer 
amounts from a salary/fringe set key unless it has been determined that there is 
excess allotment in that set key. 



d. Once a set key with an available allotment balance has been identified, go into “3 – 
Allotment Adjustments” on the Allotment System.  (See attached example.) 



e. When the cursor is on the action line, type the letter “E” for enter. 
f. The cursor will skip to the “Transaction Date” line, type the current date and enter (no 



dashes or slashes are needed – as an example, type the date as “032000” for March 20, 
2000). 



g. The cursor will skip to line two “Transaction Type” line.  Enter a “T” for a budget transfer 
and then enter. 



h. The cursor will go to line three “Description”.  Enter a brief description of the 
transaction and then enter.  As an example, “Transfer from set key “AAA” to set key 
“AAB” for a contract payment. 



i. Press enter until the cursor returns to the action line.  When the cursor is at the action 
line, type “U” for update.  At this point the computer will assign a number for this 
transaction. 



j. At the action line, type “4” and enter, to go into the reduction screen. 
k. The cursor will automatically go to the set key area.  Enter the set key and the amount 



to be reduced.  The cursor will automatically return to the action line.  Enter a “U” for 
update.  Continue entering any additional set keys, amounts and update until all the 
reductions have been made.  Then ^ to return to the original screen. 



l. At the action line, type “5” and enter, to go to the increase screen. 
m. The cursor will automatically go to the set key.  Enter the set key and the amount to be 



increased.  The cursor will automatically return to the action line.  Enter a “U” for 
update.  Continue entering any additional set keys, amounts and update until all the 
increases have been made.  Then ^ to return to the original screen. 



n. In the event the increases do not equal the decreases, a message will appear saying the 
transaction does not balance.  Should this happen, double-check the data entered for 
errors and correct. 



C. Increase or Reduction Procedure: 
a. Determine the set key(s) to be increased or decreased. 
b. On the Allotment System located on the HP 3000, go into “3 – Allotment Adjustments”. 
c. When the cursor is on the action line, type the letter “E” for enter. 
d. The cursor will skip to the “Transaction Date” line, type the current date and enter as in 



step six above. 
e. The cursor will skip to line two “Transaction Type” line.  Enter an “I” for a budget 



increase or an “R” for a budget reduction. 
f. The cursor will go to line three “Description”.  Enter a brief description of the 



transaction and then enter.  As an example, “To post the budget increase for state 
carryover funds as approved in budget revision number 3”. 
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g. Press enter until the cursor returns to the action line.  When the cursor is at the action 
line, type “U” for update.  At this point the computer will assign a number for this 
transaction. 



h. At the action line, type “4” for an allotment reduction, or “5” for an allotment increase. 
i. The cursor will automatically go to the set key area to be increased or reduced.  Enter 



the set key and amount to be increased or reduced.  The cursor will return to the action 
line once the amount is entered.  Type a “U” for update.  Continue entering set keys, 
amounts and update until all are entered.  Then ^ to return to the original screen. 



 
Created by Linda Varner 03/17/00 
Updated 12/10/01 
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Cash Receipts 
A. Process 



a. ODOC receives cash in five different ways: 
i. Cash received for various services. 



ii. Checks received by mail for the non-federal and non-state programs. 
iii. Drawdowns by ACH electronic transfers within established guidelines under the 



Cash Management Improvement Act (CMIA). 
iv. State appropriations (automatically to ODOC) 
v. Loan repayments deposited with the state treasurer 



 
All receipts are deposited in the state treasurer’s office (ST) daily.  All cash accounts are kept 
at the ST.  The cash is separated into different accounts by funding type (Federal, state 
programs, and revolving funds) and/or use (payroll/pass-through). 



 
ODOC receives cash or checks for the different programs, other than federal and state 
funds, through the mail.  Other than Financial Services, each department has one main 
person to open mail.  Effective November 7, 2014, Financial Services’ mail is picked up and 
opened in teams of two on a rotating monthly schedule. 



 
Mail is received in the Operations division and then distributed to the various division boxes. 
Currently, as noted above, someone from the assigned division goes to pick up the mail 
from Operations. The mail is then opened by the individual and distributed to the person. 
Any checks received in the mail by Financial Services are logged on a check log and placed in 
the blue folder in the accounting department safe until deposited with ST within 24 hours of 
receipt, except subrecipient cash on hand payments. Allison, Stacie, and Rhonda have the 
combination to the safe located in Allison’s office.  Due to the PeopleSoft configuration for 
receipt of subrecipient payments, ODOC creates a “pending item” in PeopleSoft the day the 
cash is received.  The pending item posts overnight and the next morning a deposit is 
created in PeopleSoft to match against the pending item.  At that point, the check is sent to 
the bank for deposit.  



 
Melissa Stevens, Accountant, obtains the checks from the safe daily and enters the cash 
and/or checks into a log and prepares a ST deposit slip and a two-part BancFirst deposit slip.  
The check log is taken to Jill Croom, for entry into PeopleSoft.  Jill forwards the check log 
with her approving initials to April, who maintains the check log in a 3-ring binder and 
records the deposit in HP. Melissa places cash/checks with the two-part BancFirst deposit 
slip into a bag and places on the counter near the front of the Accounting area between the 
empty cube and Amanda.  An Operations employee comes and picks up the deposit bag for 
daily delivery to BancFirst, 1111 North Lincoln.  The backup documents and ST deposit slip 
are kept in a pending file until the bank deposit slip is returned from BancFirst with the date 
of deposit stamped on it. 



 
Federal funds are requested by Jill Croom, Accountant.  Each morning, Melissa enters claims 
into PeopleSoft system.  Some vouchers are created by copying the information into AP 
from the purchase order or the receiver within PeopleSoft.  Others are manually entered 
into the system.  All voucher distribution lines contain the class fund from which the claim 
will be paid, the expense account, sub-account, department, bud ref (budget year), CFDA # 
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(if applicable), project, activity, and operating unit.  The project and activity combination are 
associated in PeopleSoft with a “contract,” which is the PeopleSoft term for the grant 
agreement between ODOC and a federal funding source.  After Melissa finishes entering the 
claims, Jill downloads the distribution line information into an Excel spreadsheet which is 
then uploaded into PeopleSoft. The spreadsheet is run through a process to check the 
projects against the contracts to verify that funds are available for drawing.  PeopleSoft then 
creates an invoice for each contract and Jill downloads a draw query that aggregates the 
total amount to be drawn against each grant. We observed Jill enter an invoice into 
PeopleSoft and sighted the invoice created by PeopleSoft. 



 
On the day the funds are expected, Jill prepares deposits in PeopleSoft.  The system notifies 
the ST that funds are expected, and the ST uses that notification to match the funds 
received to the deposits entered by Jill.  At this point, the deposits are “balanced” and can 
be set to post overnight to the PeopleSoft general ledger 



 
ODOC receives state appropriations on a monthly basis. The monthly appropriation is 
credited to the ODOC State Account Fund 19X automatically.  ODOC then distributes the 
appropriation to the different state programs in the HP system. 



 
After the deposit is posted by the PeopleSoft system, April Soto enters the information in 
the FD system and Allison verifies and posts the information.  The entries are made as 
follows: 



 
Grants Receivable  XXX 



Grants Unapplied  XXX 
-Made when the grant is originated 



 
Cash    XXX 



Grants Receivable  XXX 
-To record the cash received 



 
Grants Unapplied  XXX 



Grants Revenue   XXX 
-To record the revenue 



 
ODOC receives loan payments from Public Service Company of Oklahoma on a monthly 
basis.  These payments are made directly to the state treasurer.  Agencies do not have 
access to the ST systems; therefore, the ST sends a list of unclaimed payments each month 
to agencies that have subscribed to the mailing list.  Allison and Jill receive the list and 
review it for PSO or other receipts that appear to be for ODOC. 



 
Melissa reviews the list and if she sees any ODOC receipts, she creates the ST deposit slip.  
She forwards the slip to Jill, who creates a deposit in PeopleSoft and e-mails the ST to inform 
them that said deposit has been created to claim the amount and date of the unclaimed 
funds.  Once the ST has approved the deposit, Jill creates the accounting entries and budget 
checks the deposit.  The ST deposit slip is then forwarded to April to enter into the FD 
system. 
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Cash Receipts Journal 
A. Purpose 



a. To establish the procedures to be followed in processing receipt of funds for deposit 
through one of the following: 



B. Agency Clearing Account (1160). 
a. To deposit revenues collected daily since all items of revenue are to be held until such 



items have been honored by the paying entity (e.g. personal checks against bank 
accounts).  Once the items have “cleared” the revenues are transferred for deposit to 
the various funds.  At the guidance of OMES, ODOC does not deposit cash, bank drafts 
from local units of government, bank cashier’s checks, and state warrants to the agency 
clearing account.  Following are the sources of revenue: 



i. Cash  
ii. Bank Drafts 



iii. Bank Cashier’s Checks 
iv. Federal Funds 
v. State Warrants 



vi. Inter-Agency Transfers 
C. General 



a. Oklahoma law requires that all money collected in the name of ODOC be deposited daily 
with the State Treasurer. (62 O.S. § 7.1.) When the amount of accumulated cash receipts 
is less than $100, such amount may be retained for a period not to exceed five days.  
Any employee in ODOC receiving warrants, vouchers, checks or cash which are to be 
deposited on behalf of ODOC, must immediately upon receipt forward same to the 
Accounting Unit.  Receipt transactions can be classified into three categories: 



i. Letter-of-Credit and/or State Cash Allocation 
ii. Invoices 



iii. Other Receipts 
D. Description 



a. The following entries are made by April into the Receipt Journal: 
i. Letter-of-Credit and/or State Allocation 



Debit:    Cash 
Grant Unapplied 



Credit:   Grant Receivable 
Revenue 



ii. Invoices 
Debit:    Cash 



Credit:    Account Receivable 
iii. Other Receipts (Loans) 



Debit:    Cash 
Deferred Revenue/Principal 
Deferred Revenue/Interest 



Credit:    Account Receivable/Principal 
Account Receivable/Interest 
Program Income 



iv. Other Receipts (Contract Refund) 
Debit:   Cash 
Credit:    Grantee Commitment 
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v. Other Receipts (Investment Interest) 
Debit:    Invested Cash 
Credit:    Interest Income 



vi. Other Receipts (Quality Jobs Origination Fees) 
Debit:    Cash 
Credit:    Revenue 



b. Forward OST deposit slips, with batch number and date of entry noted, to Allison for 
verification and posting.   



c. Allison initials documents and makes copies to file in loan repayment folders and 
deposit folders. 
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Mail and Cash Receipts Process 
A. Purpose 



a. The Financial Services division of the Oklahoma Department of Commerce has 
developed this policy to ensure appropriate dual controls and segregation of duties are 
in place surrounding the cash receipts process. 



B. Scope 
a. This process applies to all mail received by Financial Services as part of the Agency’s 



mission and business 
C. Process 



a. Any Financial Services associate involved in the cash deposit preparation, deposit entry 
and posting, accounts receivable, or cash reconciliation process is not eligible to 
participate in the mail pickup process to ensure that appropriate segregation of duties is 
maintained. 



b. The remaining associates will be grouped into teams of two to ensure dual control of 
cash receipts.  The teams are as follows: 



• Sharmin & Moynea 



• Rhonda and Judy fill in when necessary 
c. Regardless of the number of pieces of mail received, all mail must be opened in the 



presence of two associates. 
d. Teams will rotate monthly. 
e. One member of the team will open the mail and review the contents for any checks or 



cash receipts. 
f. The second team member will observe the mail opening and log any checks or cash on 



the Financial Services Check Log. 
g. One team member will take the checks and check log to Melissa, while the other team 



member takes a copy of the check log to Jill for entry into PeopleSoft. 
h. After PeopleSoft entry, Jill will forward the check and deposit information to April. 
i. Melissa will prepare the deposit and mark the deposit date on the check log along with 



her initials. 
j. If a check needs to be held for a period before being deposited, Melissa will note the 



reason for holding on the check log (for example, “held to process pending item”). 
k. The check log maintained by Melissa will be kept in the check log binder. 
l. After the deposit is sent to BancFirst, the carbon copy will be forwarded to April, who 



will compare the carbon copy to the deposit receipt. 
m. The check log used by April to enter the deposits in HP will be kept with the carbon 



deposit slips. 
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Cash Disbursements 
A. Process 



a. ODOC has four types of disbursements: 
i. Vendor payments (PR) 



ii. Travel reimbursements (TR) 
iii. Subgrantee advances or reimbursements (CN) 
iv. Payroll (SL) 



b. Vendors 
Effective December 1, 2015, non-emergency purchases that exceed $10,000 must be 
approved in advance by the Cabinet Secretary.  (See Executive Order 2015-46) This 
order expired April 14, 2019 and a new Executive Order (2019-13) was issued raising the 
threshold to $25,000.  Payments to vendors originate in the division ordering goods or 
services. If the division is working with a new vendor, a W-9 form is completed by the 
vendor and submitted to Judy Bartz. Judy verifies that the W-9 is signed and complete. 
Judy and the vendor complete their respective sections of the Vendor Payee Form. The 
completed form is submitted to OMES. OMES verifies the information on the form and 
creates the vendor in PeopleSoft. Judy also sends a copy of the W-9 to Melissa who 
creates the new vendor in the HP system. Once the vendor has been set up in 
PeopleSoft, the division using the vendor fills out an acquisition request in the online 
ODOC Portal system (AR). The AR is electronically submitted to Judy.  She retrieves the 
AR from Portal and assigns it to herself.  The requestor prints the AR and routes it to 
their division director for approval, then sends it to Purchasing.  On November 26, 2014, 
OMES implemented an upgrade to the PeopleSoft system.  Since that time, purchase 
requisitions have not worked correctly and cannot be completed.  Purchasing staff then 
check for the proper approval and bidding processes (see memo on fixed assets) and 
checks to make sure there are funds available for the division making the order.  Funds 
are then encumbered for the goods or services being ordered. The encumbrances are 
used as a memo and are recorded on the HP allotment system and not on the general 
ledger. After approval, purchasing or the division places the order and purchasing 
records the order on the HP.  For goods, the shipment is received by Operations who 
prepares a receiver in PeopleSoft and delivers the goods to the division.   The receiver is 
signed by division staff.   The invoice and receiver (for goods) are forwarded to Melissa 
Stevens, Accountant. Melissa compares the invoice to the HP Allotment/PR system then 
enters the invoice into the PeopleSoft system.  If the invoice is to be paid with federal 
funds, the invoice and voucher are held until the funds are drawn and received. If the 
funds are available, Melissa prepares the HP claim jacket and forwards the PeopleSoft 
voucher, HP claim jacket, invoice, receiver, and any other related documentation to 
Stacie or Rhonda Lincoln.  Sharmin Rahman, Auditor, enters the claims into the FD 
system, and Allison Bixler verifies and posts to the general ledger.  The journal entries 
are as follows: 
 



ODOC Deferred Charges  XXX 
 ODOC Commitment  XXX 



   -To record the grant or obligation when it is received. 
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   Expense   XXX 
    Cash    XXX 
   -To record the payment of the invoice 



 
   ODOC Commitment  XXX 
    ODOC Deferred Charges  XXX 
   -To record the reduction in the obligation 



 
c. Travel 



 
Employees submit travel reimbursement requests for in-state, out-of-state, and actual 
and necessary travels.   Effective October 26, 2015, the Governor placed a moratorium 
on all non-essential out-of-state travel for employees and officers paid for by the State 
of Oklahoma.  Non-essential out-of-state travel paid for by an entity other than the 
State must be approved in advance by the Cabinet Secretary.  (See Executive Order 
2019-13) Travel advances are unallowable under state law.   Reimbursement and per 
diem allowances are set by the state.  Itemized receipts are required for all expenses 
greater than or equal to $25 on all travel claims.  Reimbursement requests are prepared 
by the employees and reviewed by April Soto. April checks the requests for 
mathematical accuracy, proper receipts, and allowable costs.  She also checks to see if 
the travel reimbursement request follows ODOC policy and the State Travel 
Reimbursement Act. At this point, the request is ready for payment and April enters the 
claim into PeopleSoft and the allotment system and forwards the claims and supporting 
documentation to Stacie for approval.  Sharmin Rahman then enters the claims into the 
FD system. Allison verifies and posts to the general ledger. 



 
d. Subgrantee advances or reimbursements 



 
ODOC makes payments to subgrantees in either an advance or a reimbursement 



method, depending on the program.   Each subgrantee submits an advance request or 



reimbursement report to ODOC for payment through the OKGrants system. The 



appropriate team/division director approves all requests. The amount advanced or 



reimbursed is limited to the contract made between ODOC and the subgrantee.  April 



Soto enters the claims into PeopleSoft through an import from OKGrants, and then Jill 



downloads the information from PeopleSoft AP to load into PeopleSoft AR for the billing 



process. The billing process is used to generate the information necessary to draw funds 



from federal funding sources. 



The CORE claims are pre-numbered by The Office of Management and Enterprise 



Services (OMES).  The claims are reviewed and signed by Stacie or Rhonda.  The 



PeopleSoft claims are scanned to OMES in daily batches.   The claim is entered into the 



FD system by Sharmin Rahman.  Allison verifies this information and posts to the general 



ledger. The payments are considered made when the claims are sent to OMES. The 



claims are considered outstanding before the warrants are issued. Effective December 



2010, ODOC began transitioning all PeopleSoft subrecipient claims from paper warrants 



to EFT payments.  EFT payments are set up by OMES Vendor Management.  ODOC is not 



able to enter or change bank information.  All travel claims are paid electronically.  For 
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those payments not made by EFT, the State Treasurer prepares the warrants and Notice 



of Deposits and sends them back to ODOC, who then makes the distributions. The 



warrants are picked up by an employee from Operations and delivered to Moynea 



Coleman for distribution. The warrants are either picked up or mailed to the vendors or 



subgrantees.  All warrants are void after 90 days, per state statute.   Warrants 



outstanding for greater than 90 days are considered state property.  
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Invoice Processing Policy 
A. Purpose 



a. The Oklahoma Department of Commerce, in an effort to centralize and improve its 
invoice payment process, has developed this policy for the timely and accurate payment 
of invoices. 



B. Scope 
a. This policy applies to payment of invoices on behalf of the Agency as part of the 



Agency’s mission and business. 
C. Definitions 



a. Approved invoice: A proper invoice ready for payment that has been approved by the 
proper approving supervisor or the person delegated with approving authority. 



b. Approving supervisor: The approving supervisor is the individual who is responsible for 
approving the invoices within the service areas.  The approving supervisor is responsible 
for ensuring there are sufficient signatory delegations on file for the implementation 
and operation of this policy when the approving supervisor is unavailable. 



c. Budget manager:  The budget manager is the individual responsible for the initiation of 
the payment process of an invoice. 



d. Budget Liaison: The budget liaison is the individual who is responsible for the 
implementation of this policy within the service areas by securing all service area invoice 
approvals.  The budget liaisons are responsible for ensuring there are sufficient 
signatory delegations on file for the implementation and operation of this policy. 



e. Invoice: An invoice is a bill for goods and/or services provided to the Oklahoma 
Department of Commerce.  An invoice does not include payments to contractors under 
a contract for pass through or programmatic funding nor an employee travel claim 
reimbursement. 



f. Proper Invoice: Proper invoice means any valid invoice which is complete in all 
requirements for processing for payment in accordance with the terms of appropriate 
contracts or purchase orders and applicable state or federal statutes, including but not 
limited to the proper amount, proper quantities, date of service, and for goods and 
services actually received by the Oklahoma Department of Commerce. 



D. Responsibilities 
a. This policy is issued by the Executive Director with guidance from General Counsel, 



Comptroller, and Chief of Staff for the benefit of the Oklahoma Department of 
Commerce. The Executive Director shall be responsible for approving this policy upon 
advice of General Counsel. 



E. Violations 
a. Violators of this policy are subject to Agency personnel disciplinary action up to, and 



including, termination. 
F. Process 



a. All invoices will be processed in the following manner: 
b. Invoices to budget managers: All invoices will be centralized and sent to budget 



managers.  The budget managers will review the invoices to determine if the invoice is a 
proper invoice ready for payment; review funding; enter the invoice in their tracking log; 
and attach a routing sheet to establish chain of custody documentation.  The budget 
manager will forward the invoice ready for payment to the appropriate service area 
budget liaison. 
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c. Invoices ready for payment to budget liaisons: The budget liaisons will check the invoice 
ready for payment against their budget and ensure that the invoice is for goods and/or 
services received by the service area.  After the invoice ready for payment has been 
reviewed by the budget liaison it is forwarded to the appropriate approving supervisor 
or the person delegated with approval authority within the appropriate service area. 



d. Invoices ready for payment to approving supervisor:  The approving supervisor will 
review the invoice ready for payment and indicate the invoice is approved for payment 
and return the approved invoice to the appropriate budget liaison.  A full signature and 
date of approval is required. 



e. Approved invoices to budget liaisons: The budget liaison will review the approved 
invoice and forward the same to the budget manager. 



f. Approved invoices to budget managers: The budget managers will review the approved 
invoice, make necessary entries in their tracking log, and if the approval is proper, the 
approved invoice will be forwarded to accounting staff for processing for payment. 



g. Approved invoices to be processed for payment:  The approved invoices will be 
processed for payment following Agency and state guidelines.  The Oklahoma 
Department of Commerce adheres to the guidelines set forth in the Office of 
Management and Enterprise Services Statewide Accounting Manual – Chapter 50. 



G. Goal 
a. The Agency goal is to exceed state rules, which require that invoices be paid within 45 



days, by having the funds for proper invoices remitted to the vendor within 20 business 
days if being paid with state funds, and 30 business days if being paid with federal funds.  
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Policy for Accounts Payable Invoice Numbers   
A. Invoice numbers entered as on invoice 



a. Include leading zeroes and include non-numeric and non-alpha characters.  
b. Invoices processed on more than one voucher 



i. Add an alpha character in sequential order (A, B, C, D, etc.) to as many vouchers 
as are processed for one invoice.  



c. Invoices processed with no identifiable invoice number 
i. Vendor: Use the PeopleSoft supplier number without leading zeroes followed by 



a dash and the invoice date in a six-digit format of mmddyy. If there is not an 
invoice date, use the Financial Services stamped in date.  
Sample:  73327-121510 (The 73327 is the PeopleSoft vendor number for The 
Journal Record and 121510 represents December 15, 2010.) 



ii. Travel: Use the PeopleSoft supplier number without leading zeroes followed by 
a dash and the travel start date in a mmddyy format.   
Sample:  82684-020215 (The 82684 is the PeopleSoft supplier number for 
Vaughn Clark and 020215 represents February 2, 2015.)  



iii. Contract Payments: For advance and reimbursement payment requests, the 
numbering system begins with the agency internal contract number followed by 
a dash and the 3-digit sequential number of the payment request number 
followed by a dash and then the program.   (For example, 15975-001-CDBG.)  
The invoice date is the Advance Submitted date in OKGrants.  



1. Invoices processed in conjunction with a credit memo.  
d. The invoice number will be entered, then a space, and then “CR” plus credit memo 



number. 
 



As of: 03/09/2017 
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Cash Disbursements 
A. Purpose 



a. To describe the procedures required in preparing agency claim/voucher packages. 
B. General 



a. The claim/voucher and backup document is forwarded to the Office of Management 
and Enterprise Services for approval.  Once approved, the Office of Management and 
Enterprise Services forwards data to the Office of State Treasurer for issuance of a State 
Warrant or Electronic Funds Transfer for payment.  The State Warrants are sent to 
ODOC for distribution. 



b. The claim/voucher can be classified into four categories: 
i. Grantee Claims 



ii. Purchase Request/Invoice Claims 
iii. Travel Claims 
iv. Payroll Claims 



C. Description 
a. The following entries are made by Sharmin into the Disbursement Journal: 



i. Grantee Claims 
Debit:  Grantee Commitment 
Credit:  Cash 



ii. Purchase Request/Invoice Claims 
Debit:  Expense (applicable account) 
Commitment/ODOC Admin 
Credit:  Cash 
Deferred Charges/ODOC Admin 



iii. Travel Claims 
Debit:  Travel 
Commitment/ODOC Admin 
Credit:  Cash 
Deferred Charges/ODOC Admin 



iv. Payroll Claims 
Debit:  Salaries/Fringe 
Commitment/ODOC Admin 
Credit:  Cash 
Deferred Charges/ODOC Admin 



b. Forward claim/voucher package, with batch number and date of entry noted to Allison 
for verifying and posting. 



c. Allison initials document and all claim/voucher packages (except payroll) are placed in 
the Pending Claim File. 



d. Every day, Moynea prints a Miscellaneous Warrant Report from the State CORE system 
to handle as follows: 



i. Takes the claim/voucher packages from the Pending Claim File, records the 
warrant number or EFT transaction number and the date on the claim/voucher. 



ii. Enters in the Allotment System, the warrant number and date, and the date 
warrant is released. 



iii. Places documents in the “To Be Filed” box for Moynea to file in the Central Files. 
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Issuing Refund Checks Out of Clearing Account 
D. Description 



a. In the event that a supplier EFT payment is returned to the bank for “No 
Account/Unable to Locate Account,” OST places the returned funds in ODOC’s clearing 
account.  It is then necessary to issue a manual replacement check in order to pay the 
supplier.  Clearing account checks are kept in the safe at all times.   



b. OMES Transaction Processing sends an email notification of “EFT Supplier (Vendor) 
Return” to multiple ODOC staff.  Print the notification and make a copy of the claim 
package referenced in the email.   



c. Confirm that the funds have been placed in ODOC’s clearing account with the following 
navigation in PeopleSoft:  General Ledger → Review Financial Information → Ledger.  
Account should be 101000 and Class-Funding should be 79901. 



d. Navigate to S:\CLEARING ACCOUNT FS\Failed EFT for the form letter that is sent with 
the check.  Complete the letter with the relevant Supplier and payment information and 
print on ODOC letterhead. 



e. Type the check.   
f. Navigate to S:\CLEARING ACCOUNT FS\Check Log to log each check issued out of the 



clearing account to record relevant information. 
g. Log on to OST’s Agency Check Entering System (ACES) to create and schedule the check. 
h. Print a copy of the Aces Check Listing Report. 
i. Forward the check, letter, copy of claim package, OMES notification of EFT return, and 



Aces Listing Report to two of the authorized signers on the 1160 Account Signature Card 
filed with OST. 



j. Make a copy of all supporting documentation for file in ODOC 1160 file.  
k. Forward the check and supporting documentation to Allison Bixler to mail. 
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Policy for the Purchase of Food and Beverages for Economic Development Activities 
A. Purpose 



a. Title 74. Sec 500.2 E authorizes the Department of Commerce to make direct payment 
for food, lodging, meeting facility and beverage expenses as may be necessary for 
sponsoring seminars and receptions relating to economic development and science & 
technology issues.   



B. Definitions: 
a. Economic development:  Relates to the management, actions, and activities involved in 



attracting, promoting and assisting companies and communities in creating new jobs, 
investment and growth of material wealth.  To stimulate the creation and retention of 
jobs and growth of investment, the development of communities and the increase of 
per capita income." 



b. Seminar: A meeting for giving and discussing information.  A conference.   
i. A meeting for consultation or discussion.  



ii. An exchange of views.  
iii. A meeting of committees to settle differences between two legislative bodies. 



c. Reception:   
i. The act or process of receiving or of being received.   



ii. A welcome, greeting, or acceptance: a friendly reception.   
iii. A social function, especially one intended to provide a welcome or greeting.  To 



greet, receive, or entertain (another or others) cordially or hospitably.  Received 
with pleasure and hospitality into one's company or home: a welcome guest. 



C. Policy 
a. Associates desiring to host a seminar or reception that require the acquisition of a 



meeting facility, food and beverage should complete a purchase request prior to placing 
the order. 



b. Allowable costs: 
i. Cost of meeting rooms, hospitality suites, and other special facilities used in 



conjunction with economic development activities. 
ii. Cost of food and beverages used in conjunction with seminars or receptions 



dealing with economic development activities. 
D.  Procedure 



a. An Acquisition Request (AR) must be submitted through the Agency Portal for any 
purchase of food and/or beverages using the current agency policies and procedures.  
The AR should contain a description of the purpose, the date of the function, and the 
approximate number of participants and the organization they represent, or you may 
attach a list of invitees to the AR.   
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Expenditures for Food and Beverage 
A. Purpose 



a. To describe the procedures required in purchasing food and beverages. 
B. General 



a. In accordance with Title 74 O.S. §500.2e, the Oklahoma Department of Commerce must 
file a quarterly report of expenditures for food, lodging, meeting facility and beverage 
expenses for seminars and receptions relating to economic development and science 
and technology issues, with the Governor, the Speaker of the House and the President 
Pro Tempore of the Senate. 



C. Description 
a. The following information must be included with the invoice submitted for payment: 



i. Description of the purpose of the meeting; 
ii. Date of the function; and 



iii. A list of all participants at the function. 
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FICA Savings Invoice Process 
a. Receive “Benefits Administration System” Excel spreadsheet from HR.   
b. Open the document.  The two columns that will be used in preparation for the invoice 



are “Total Flex” and “Total FICA Saved”.  Feel free to hide the other columns on the 
excel spreadsheet especially the Social Numbers of the employees if you plan on 
printing this document.   



c. When the document is edited how you like save the file.  Navigation: 
AdmnServ>Invoices>FICA Savings>FY_ Employee List.  Save the document in this format 
(Ex. “1406 FICA Employee List” – 14 for year and 06 for the month)   
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d. Find the last document that has the funding information in the folder “FY_ for Invoice”.  
This document should look something like this: “1407 – July FY14”.  Find the most recent 
of these documents and open it.   



e. Save as and enter the current month, year and fiscal year as the name of the document.  
Using this you will make any edits/changes shown on the Employee List.  The FICA 
Savings invoice is typically paid out of the Salaries and Fringe funding for the employee’s 
division.  If you are not sure about a specific employee’s fund. ask the budget officer.  
Fill in the information using the Employee List.  “Total Flex” on the Employee List 
matches “Deferred” on the funding spreadsheet.  “Total FICA Saved” on the Employee 
list matches “FICA” on the funding spreadsheet.  Basically, take this information on the 
above employee list spreadsheet and populate that information in the below 
spreadsheet.   



 
f. Below is the 1st tab of the same worksheet.  Use the information above which is from 



the 2nd tab and insert the same information: Division, Employee, Set Key, and Deferred.  
The "Total Savings" column runs a calculation based on the deferred amount.  You need 
to keep this formula, but you may have to move it up or down depending on possible 
new information.  It runs the calculation from the SUM for each division under the 
"Deferred" column.  The last column "FICA Inv" you will enter in the sum amounts for 
each division.  This is from the 1st tab above.  Once this is entered and both amounts (in 
this case $391.27) match the employee list that was sent by HR you are done with this 
worksheet.   
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g. The worksheet above is for FS records.  Save the worksheet in the S: drive under The 



FICA Savings folder. 
h. This spreadsheet is filled out using the information from the worksheet.  Open the 



document and copy the spreadsheet to a new tab and change the date according to the 
month you are processing the FICA Savings for.  Once you've created a new tab and 
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changed the month populate the data using the information from the previous 
worksheet "1408 – Aug FY14"- (this is just an example of the file name.  Make sure to 
pull the correct month).  When all the information is populated make sure that the total 
matches the Employee list worksheet that HR sent ($391.27).  When finished print 2 
copies of this spreadsheet and have one ready to attach to the Invoice when received 
from OMES and the other to put with FS records in the file cabinet in Allison's office (key 
#9, second shelf of first file cabinet closest to the door.)  The folder reads "FICA SAVINGS 
YR___". 



i. Also print the below portion of the "1408 - Aug FY15" spreadsheet to have ready to 
attach for FS records in Allison's office. 



j. After the invoice is signed and returned make a copy of the front page and attach the 
two documents above behind the signed copy.  These three documents are stapled 
together and sent to Allison's file cabinet in the folder labeled "FICA SAVINGS" for the 
appropriate fiscal year.  Send the original invoice to Accounting for payment. 
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Federal Purchase Justification Form Policy 
A. Purpose 



a. The Oklahoma Department of Commerce, in an effort to ensure transparency and 
accountability in its federal purchasing process, has developed this policy for 
documentation of the purpose of federally funded purchases and federal citations 
noting the costs are allowable. 



B. Scope 
a. This process applies to purchases of all goods and services paid for with federal grant 



funds on behalf of the Agency as part of the Agency’s mission and business. 
C. Process 



a. Any associate that wishes to purchase a good or service to be paid for with Federal 
funds will first complete a Federal Purchase Justification Form, noting the reason for the 
purchase, the Federal citation of the rule, regulation, etc. that states the purchase is 
allowable and a summary of that Federal citation. 



b. If someone other than the requestor will complete the Acquisition Request (AR) on the 
Portal, the form will be forwarded to the Division associate responsible for preparation 
of the AR. 



c. The form will be uploaded to the AR as an attachment. 
d. The Budget Manager will prepare a Purchase Requisition (PR) in accordance with 



ODOC’s purchasing procedures and attach a copy of the form to the PR. 
e. The PR and form will be routed to the Division’s Budget Liaison and authorized PR signer 



for review. 
f. The authorized signer will approve/reject the PR and justification form and return both 



to the Budget Liaison for further routing. 
g. Upon receiving the PR and justification form, the contracting officer will copy the 



justification form to be filed with the PR documentation.  The original form will be 
routed to the Budget Manager and a colored flag will be attached to ensure the form is 
visible when placed with payment documentation. 



h. Once the purchase has been made and the invoice received for payment, the 
justification form will be attached to the invoice along with any other relevant 
information (list of attendees, agenda, membership transfer policy, etc.) and routed for 
payment in accordance with ODOC’s Invoice Processing Policy. 
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Payroll Procedures 
A. Payroll Reconciliation 



a. After HR has finished all payrolls, obtain and write down the journal ID’s from General 
Ledger. 



i. Navigation:  General Ledger > Journals > Journal Entry > Create/Update Journal 
Entries 



ii. Input Parameters:   Business Unit = 16000  
Journal Date => X/1/XX  
Journal Header Status = <Blank>  
Source = Pay 



b. Run ODOC_PC_GL_PR_JRNL_2 query for each journal ID. 
i. Navigation:  Reporting Tools > Query > Query Viewer 



ii. Input Parameters:   Business Unit = 16000  
Journal ID = Journal ID from previous step 



c. Download query results into a spreadsheet, name it ‘Month Year’ (e.g. July 2015), and 
save file at I: Rhonda_Allison_Stacie_Amanda /PAYROLL/20XX/FYXX Payroll 
Reconciliations. 



d. Name results tab after the payroll that’s being reconciled (e.g. Main Payroll). 
e. Insert a pivot table for the results and name the new tab ____ Payroll Acct Recon. 



i. Add Account field to the Row Labels 
ii. Add Sum Amount to the Values list 



f. Next to the pivot table, list each of the following categories with the amounts for the 
corresponding account codes 



i. Net Pay - 202060 
ii. Total Gross Pay - 511110, 511130, 511210, 511310, 511420, 512110, 511270 



iii. Employee Deduction - 202205, 202225, 202305, 202310, 202315, 633110, 
633130, 633190, 202240 



iv. Employee Tax - 202110, 202125, 202130, 202140 
v. Employer Deduction - 202200, 202220, 202245, 202250 



vi. Employer Tax - 202120, 202135 
g. Reconcile these category amounts to the Payroll GL Interface sheet from HR. 
h. Create a new tab called Main & Supplemental to combine the detail for the main and 



supplemental payrolls. 
i. Insert a second pivot table for the payroll detail and name the new tab ____ Proj Recon. 



i. Add Class-funding, Project, Program, Activity, Oper Unit, Account, An Type, and 
Dept fields to the Row Labels in the listed order. 



ii. Add Sum Amount to the Values list. 
iii. Filter out accounts 101000, 202060, 202110, 202120, 202125, 202130, 202135, 



202140, 202200, 202205, 202220, 202225, 202305, 202310, 202315, 633110, 
633130, 633190 (leave only accounts that start with 5) 



j. Run ODOC_PC_PROJ_RES_PAYROLL_PROG query for each journal ID. 
i. Navigation:  Reporting Tools > Query > Query Viewer 



ii. Input Parameters:   Business Unit = 16000  
From Date = EOM for main & supplemental;  
To Date = EOM for main & supplemental;  
Off-cycles are always run on the 1st, 2nd, 3rd, etc.  



k. Download query results into a new tab named _____ Proj Res Detail. 
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l. Insert pivot table for Proj Res Detail. 
i. When inserting, choose to place the table in an existing worksheet and select a 



cell to the right of the pivot table on the Proj Recon tab. 
ii. Add Class-funding, Project, Program, Activity, Oper Unit, Account, An Type, and 



Dept fields to the Row Labels in the listed order. 
iii. Add Sum Amount to the Values list. 



m. Reconcile the two side-by-side pivot tables and ensure that the total of the payroll data 
from the queries equals the total payroll on the Payroll GL Interface sheets. 



n. Color the tabs blue for Main Payroll, purple for Main and Supplemental combined, 
yellow for Supplemental Payroll, and green for the Off-Cycle Payrolls. 



B. Payroll Allocation (don’t run until billing is done for the day) 
a. After payroll is reconciled, run ODOC_QUERY_FOR_PR_ALLOC_PAYID query. 



i. Navigation:  Reporting Tools > Query > Query Viewer 
ii. Input Parameters:   Business Unit = 16000  



Trans User 2: 160XXM0X% (16019M07%, January of FY 
19) 
you can get this number from the top of the Payroll GL 
Interface sheets that come from HR, % is the wildcard to 
pull in all pay run IDS for given month. 



b. Download query results into a spreadsheet, name it Month Year Payroll Costs Before 
Allocation (e.g. July 15 Payroll Costs Before Allocation), and save it at S: 
Rhonda_Allison_Stacie_Amanda/PAYROLL/20XX. 



c. Insert a pivot table for the data. 
i. Add ID and Project fields to the Row Labels. 



ii. Add Sum Quantity and Sum Amount fields to the Values list. 
d. Reconcile the total payroll amount with the Payroll GL Interface sheets. 
e. Research any amounts in the Default project. 
f. Run the allocation process in PeopleSoft. 



i. Navigation:  Allocations > Define and Perform Allocations > Request Allocation 
ii. Input Parameters:   Business Unit = 16000  



Process Frequency = Always 
Allocation Group = PC_MNTHPAY 
Request Date Option = Process Date 
Output Option = No Calc Log – Create Output 
Click Run and wait for it to run to success in Process 
Monitor. 



g. After the allocation process finishes, run ODOC_QUERY_FOR_PR_ALLOC_PAYID query 
again. 



i. Navigation:  Reporting Tools > Query > Query Viewer 
ii. Input Parameters:   Business Unit = 16000  



Trans User 2: 160XXM0X%  
iii. Download query results into a spreadsheet, name it Month Year Payroll Costs 



After Allocation (e.g. July 15 Payroll Costs After Allocation), and save it at S: 
Rhonda_Allison_Stacie_Amanda /PAYROLL/20XX. 



h. Insert a pivot table for the data. 
i. Add Project, Class-Funding, Dept, Oper Unit, Program, Activity, and Account 



fields to the Row Labels. 
ii. Add Sum Amount filed to the Values list. 
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i. Verify that there are no amounts in the Default, Fringe, and Leave projects.  (Some 
amounts may not be allocated out of the Fringe and Leave projects.  These will need to 
be moved with a payroll correction.) 



j. Run the pricing process in PeopleSoft. 
i. Navigation:  Project Costing > Utilities > Pricing 



ii. Input Parameters:   Option = Business Unit 
Business Unit = 16000  
Application Options =  Uncheck Reprice Rows   
  box 



Check Price Unpriced Rows box 
Pricing Options =  Check Cost box 



Check Billing box 
Date Option = All 
Click Run and wait for it to run to success in Process 
Monitor. 



C. Indirect (don’t run until billing is done for the day) 
a. Run the indirect/facilities and administration process in PeopleSoft. 



i. Navigation:  Grants > Awards > Process Facilities Admin 
ii. Input Parameters:   Process Frequency = Always Process 



BU/Proj Act Option = Selected Business Unit 
Business Unit = 16000 
Date Option = All 
Click Run and wait for it to run to success in Process 
Monitor. 



b. Run 160_INDIRECT query. 
i. Navigation:  Reporting Tools > Query > Query Viewer 



ii. Input Parameters:   Beginning Date = Date indirect process was run 
Ending Date = Date indirect process was run 



c. Download query results into a spreadsheet, name it XX – Month Year Indirect (e.g. 01 – 
July 15 Indirect) and save it at S: Stacie/Indirect/FY. 



i. Add Set Key and Batch columns. 
ii. Print two copies of the spreadsheet and write the corresponding set keys to 



each program. 
d. Post the indirect amounts from the spreadsheet to HP. 



i. Navigation:  Fiscal Operations Menu (1) > General Ledger Submenu (1) > 
General Journal (7) 



ii. Input the Set Key, Transaction Dt (last day of payroll month), Document Dt (0), 
and type U;8 at the top of the screen. 



iii. On the next screen, enter the following journal entry: 
Indirect Expense (541030) (DOE and CDBG TA) 
ODOC Commitment (211110) (CDBG TA) 
Grant Unapplied (211140) 



ODOC Deferred (101060) (CDBG TA) 
Grant Receivable (101040) 
Revenue (431010) 



iv. Type U and add comment Month Year Indirect on next screen (e.g. Jul 15 
Indirect). 



v. Type UR to save and write the batch number on the indirect spreadsheet. 
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e. Post the amounts from the spreadsheet to the overhead books in HP. 
i. Navigation:  Fiscal Operations Menu (1) > General Ledger Submenu (1) > 



General Journal (7) 
ii. Input the overhead Set Key, Transaction Dt (last day of payroll month), 



Document Dt (0), program Set Key, and type U;8 at the top of the screen. 
iii. On the next screen, enter the following journal entry:  



Accounts Receivable (101050) 
Revenue (431010) 



No change for TA, combine amounts 
iv. Type U and add comment Month Year OH on next screen (e.g. Jul 15 OH). 
v. Type UR to save and write the batch number on the indirect spreadsheet. 



f. Give batches to Allison to verify and post. 
D. Payroll Corrections 



a. Review the program totals on the Payroll Costs After Allocation spreadsheet to ensure 
there are enough funds to cover the charges.   



b. If any corrections need to be made, email the division for the program that needs 
changed to find out to where to move the charges. 



c. Create a spreadsheet named Month year Proj Res Load for Payroll Corr. xlsx (e.g. Apr 18 
Proj Res Load for Payroll Corr) and save at S: Payroll Journal Corrections/FYXX. 



i. Run the ODOC_PROJRES_FOR_PAYROLLCOR_5 query by Trans User 2 
ii. Filter out lines that need to be changed, change line amounts to opposite 



amount (+ to -, vice a versa) then create offsetting lines where the change needs 
to go.   



iii. Verify that the total of the correction equals 0. 
iv. Make sure column X (BI Dist) is N 
v. If Column AC (UOM)=HOR then: if column Y>0 AB should be >), if column Y<0 AB 



should be <0.  Column AB total should be 0 for HOR rows. 
vi. Process instance = 0, Intfc ID = 160999 (any unique number needed to process) 



Line Num should be sequential all the way down 
vii. An Type O01 is not billable, if any leave items get stuck with this type, make 



sure you adjust it to PAY 
d. Insert pivot table as follows: 



i. Rows: Trans User 2Acct, Fund Type, Class-Funding, Dept, Bud Ref, Program, 
Project, Activity, Oper Unit,  



ii. Values: Amount 
e. Save load as CSV file named Mon Year Proj Res Load for Payroll Corr.csv 
f. Create PFTCorrection form to send to OMES, should be filled out exactly how the CSV 



load and Pivot table are.  Print and have Stacie or Rhonda review and sign.  Scan as PDF. 
g. Email xlsx (with pivot table), csv, and PDF of signed PFT form to the following people: 



i. Stefani Hovarter, Claudia Bounds, Jun Ma-Roberts, copy Stacie. 
h. If the correction has not been previously included on a payroll funding sheet to be 



booked into HP, complete a funding sheet according to the steps under ‘Post Payroll to 
HP’. 



i. If any of the corrections include a program that has indirect, rerun the indirect process 
in PeopleSoft. 



i. Navigation:  Grants > Awards > Process Facilities Admin 
ii. Input Parameters:   Process Frequency = Always Process 



BU/Proj Act Option = Selected Business Unit 
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Business Unit = 16000 
Date Option = Accounting Date 
From Date = Journal date of correction 
Through Date = Journal date of correction 
Click Run and wait for it to run to success in Process 
Monitor. 



j. Run 160_INDIRECT query and post results to HP as previously described. 
E. Post Payroll to HP 



a. Create a spreadsheet named Payroll Funding FD Entry PeopleSoft conversion Month 
Year (e.g. Payroll Funding FD Entry PeopleSoft conversion July 2015) and save it at S: 
Rhonda_Allison_Stacie_Amanda /PAYROLL/Payroll Funding Entries/20XX. 



i. Enter the Funding Information, Set Key, Amount, Program, and Activity for each 
payroll charge. 



1. The amounts entered will be the net of the original payroll charges for 
the month and any corrections that are being made. 



b. Email the spreadsheet to Rhonda to book the amounts in the allotment side of HP. 
c. Rhonda sends the spreadsheet to Sharmin to create the journal entry on the FD side of 



HP. 
d. Sharmin gives the payroll batches to Allison to verify and post.  



F. NOTE: OMES does not want us doing this load on our own, I’m leaving the instructions in case 
that ever changes, we have the steps to complete the load 



a. This procedure corrects Project Resource and GL. IF GL is correct but Project Resource 
needs to be corrected: 



i. Run the ODOC_PROJRES_FOR_PAYROLLCOR_4 query 
b. Filter out lines that need to be changed, change line amounts to opposite amount (+ to -



, vice a versa) then create offsetting lines where the change needs to go. 
i. Total may not equal 0 



ii. Make sure column X (BI Dist) is N 
iii. If Column AC (UOM)=HOR then: if column Y>0 AB should be >), if column Y<0 AB 



should be <0.  Column AB total should be 0 for HOR rows. 
iv. Process instance = 0, Intfc ID = 160999 (any unique number needed to process) 



Line Num should be sequential all the way down 
c. Insert pivot table as follows: 



i. Rows: Acct, Fund Type, Class-Funding, Dept, Bud Ref, Program, Project 
ii. Values: Amount 



d. Save load as CSV file named Mon Year Proj Res Load for Payroll Corr.csv and load to PS 
i. Navigation:  Project Costing > Third Party Integration > Agency Stage 



Transactions 
ii. Delete old previously attached file and upload new correction, run and wait for 



it run to success in process monitor. 
e. Load file into PS  



i. Navigation: Project Costing> Third Party Integration< Load Transactions 
ii. Input Parameters:  Option =  Business Unit 



Business Unit = 16000 
Date Option = All 
Interface ID = your interface ID from above (To 
Interface ID should be the same) Click Run and 
wait for it to run to success in Process Monitor.   
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Asset Capitalization Policy 
a. The Oklahoma Department of Commerce (ODOC) establishes the following policy for the 



capitalization and depreciation of assets as reported in its annual Financial Statements.  
iii. Assets are valued at cost. 
iv. Assets (excluding land, which is not depreciable) are depreciated using the 



straight-line method over their estimated useful lives. 
v. The capital assets of ODOC consist of land and a building under capital lease 



obligation, furniture, fixtures and equipment.  Useful lives are estimated using 
the following schedule: 



1. Land – Not Depreciable 
2. Building – 40 Years 
3. Furniture & Fixtures – 10 Years 



vi. ODOC establishes a $25,000 cost threshold for individual assets to meet or 
exceed before they are capitalized and reported as an asset in the annual 
Department of Commerce Financial Statements. 



vii. Individual assets that do not meet or exceed the $25,000 cost threshold are not 
capitalized and reported as an asset in the annual Department of Commerce 
Financial Statements. 



viii. As required by Title 74, Section 110.1 of Oklahoma Statutes, ODOC maintains an 
inventory of individual assets with a cost of $500 or more for periodic 
submission to the Oklahoma Department of Central Services. 
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Obligation Journal 
A. Purpose 



a. To describe the procedures required in recording agency obligations. 
B.   General 



a. The obligation documents can be classified into three general categories: 
i. Grantee Obligations 



ii. Administrative Obligations 
iii. Loan Receivables 



C. Description 
a. The following entries are made into the Obligation Journal: 



i. Grantee Obligations (Dan) 
Debit:  Deferred Charges/Grantee 



Credit:  Grantee Commitment 
ii. Administrative Obligations (Melissa) 



Debit:  Deferred Charges/ODOC Admin 
Credit:  Commitment/ODOC Admin 



iii. Loan Receivables (Melissa) 
Debit:   Accounts Receivable/Principal 



Accounts Receivable/Interest 
Credit:   Deferred Charges/Principal 



Deferred Charges/Interest 
b. Forward obligation document, with batch number and date of entry noted, to Allison for 



verification and posting. 
c. Allison initials document and files as follows: 



i. Grantee Obligation is forwarded to Amanda to set up as a project in PeopleSoft.  
It is then filed in the applicable Contract file folder in the central files.  



ii. Administrative Obligation is filed in the Monthly Misc. Accounting Entries file. 
iii. Loan Receivables are filed in the applicable Loan file folder in the central files. 



  



48











 



Expense Journals 
A. Purpose 



a. To describe the procedures required in recording the Grantee Expenditure Report. 
B. General 



a. The Grantee Expenditure Report is approved in OKGrants by the divisions of ODOC on a 
monthly basis.  Once approved, the Accounting Unit receives a notification via Outlook 
email and My Inbox in OKGrants. 



b. The expenditure documents can be classified into two general categories: 
i. Monthly expenditure report for advanced funds 



ii. Request for reimbursement expenditure reports 
C. Description 



a. The following entries are made into the Expense Journal: 
i. Monthly expenditure report for advance funds (Melissa) 



Debit:  Expense (applicable account) 
Credit:  Deferred Charges/Grantee 



ii. Request for reimbursement expenditure reports (Sharmin) 
Debit:  Expense (applicable account) 
Credit:  Deferred Charges/Grantee 



b. Forward expenditure reports, with batch number and date of entry noted, to Allison for 
verification and posting. 



c. Allison initials documents and places the Monthly Expenditure reports for advanced 
funds in tray marked “To be Filed.” 



d. Documents are filed in the applicable Expense file folder in the central files. 
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General Journals 
A. Purpose 



a. To describe the procedures followed in preparing and processing General Journal 
entries. 



B. General 
a. In addition to the normal routine transactions based upon documents originated in the 



Accounting Unit, it is necessary to generate accounting entries internally. 
b. General Journal entries include, but are not limited to: 



i. Grant Awards 
ii. Indirect Billing 



iii. Property 
C. Description 



a. The following sequence of activities are followed in preparing and processing General 
Journal entries by Amanda C.: 



i. Grant Awards 
Debit:  Grant Receivable 



Credit:  Grant Unapplied 
ii. Indirect Billing 



Debit:   Indirect Expense 
 Commitment/ODOC Admin 



Grant Unapplied 
Credit:   Grant Receivable 



Deferred Charges/ODOC Admin 
Revenue 



iii. Property 
Debit:  Property 
Credit:  Reserve for Property 



b. Forward documents, with batch number and date of entry noted, to Allison for 
verification. 



c. Allison initials documents and returns to Amanda to be filed in the applicable 
Program/Year General Journal Entries file folder. 
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Clearing Account Reconciliation 
a. Each month, Allison Bixler prepares the Clearing Account Reconciliation for submission 



to OMES.   
b. To find the forms navigate to I: drive → Clearing Account FS → You will need the 79901 



Worksheet Folder and the OMES Form 11 Folder 
c. In PeopleSoft, navigate to General Ledger → General Reports and run the Summary of 



Receipts and Disbursements Report and the Treasurer’s Activity Statement for the 
month you are reconciling.  Navigate to Accounts Payable → Reports → Payments and 
run the Misc. Inter/Intra Agency Report for the month you are reconciling. 



d. Using the Treasurer’s Activity Statement, the Misc. Inter/Intra Agency Report and GL 
Inquiry record all the activity in the clearing account in the first box on the 1160 
Reconciliation Worksheet.  The second box is for all outstanding items that make up the 
balance needed to be transferred.     



e. Complete OMES Form 11 using the information from the 1160 Reconciliation 
Worksheet. 



 
f. Total Receipts are the positive numbers from the 1160 Reconciliation Worksheet and 



the Total Disbursements are the negative numbers from the 1160 Reconciliation 
Worksheet. 



  
g. Beginning Cash Balance is the Ending Cash Balance from the prior month.  Net receipts is 



the Total Adjusted Receipts from Section A.  Net Disbursements is the Net 
Disbursements from Section A. 



h. Create the journal entry for any manual warrants issued during the month in 
PeopleSoft.  This requires a separate JE login ID.   



i. Forward the 1160 Reconciliation Worksheet, the OMES Form 11, the Treasurer’s Activity 
Statement, the Misc. Inter/Intra Agency Report, a print screen of the Journal Entry 
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accounting entries, and the Clearing Account Check Log to the Chief Financial Officer to 
review and sign. 



j. Once signed, scan and forward original OMES Form 11, Treasurer’s Activity Statement, 
and SRD to OMES Services DCAR Accounting email (accounting@omes.ok.gov).  The file 
should be named “16000 79901 Month Year.” 



k. File in the Clearing Account Reconciliation folder in the central files.   
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Cash Reconciliation 
A. Purpose 



a. To reconcile cash balances between HP FD and PeopleSoft systems. 
B. Description 



a. The following sequence of activities are followed by Jill in preparing cash reconciliations: 
i. To do the monthly cash reconciliation you need the following: 



1. CORE computer reports consisting of: 
a. 6-Digit Expenditure Detail Report (Accounts Payable → Reports 



→ Vouchers → 6 Digit Exp Detl by Jrnl Date) 
b. Summary of Receipts and Disbursements (General Ledger→ 



General Reports → Summary Receipts & Disb) 
c. Journals by Agency and Fund (General Ledger→ General 



Reports→ Journals by Agency and Fund) 
d. General Ledger Inquiry (General Ledger→ Review Financial 



Information→ Ledger) 
2. CORE computer queries consisting of: 



a. OCP_CHANGE_IN_AP 
b. 160_DEPOSITS_BY_CLASSFUND 



3. HP FD computer reports consisting of  
a. Daily Cash Receipts and Disbursements (FD40) 
b. Cash Summary by Fund (FD39) 



ii. The spreadsheet that will need to be used is in the Reconciliations folder on the 
shared drive (s:/Reconciliations). 



1. Click on the fund you are to reconcile. 
2. Create a new tab for each month reconciled. 
3. Drop in numbers as required. 



iii. Once reconciliation for a fund has been completed close all open sets of books. 
1. Navigation is 1) Fiscal Operations Menu → 2) Account Management & 



Month End Processing → 3) Month End Close → Find each Program and 
change EOM to next month to be reconciled. 



iv. Forward reconciliation form, Summary of Receipts and Disbursements, and Cash 
Summary by Fund to Allison for review. 



  



53











 



Record Retention 
The authorized dispositions in the Consolidated General Disposition Schedule stipulates 



minimum retention periods of financial records that vary from one (1) to seven (7) years.  The 



Oklahoma Department of Commerce retains all financial records for seven (7) years.  Records 



are destroyed provided all audit reports have been accepted and resolved and provided no 



legal actions are pending. 



Reconciliations 
The following reconciliations are prepared on a monthly basis: 



• Cash balances per HP financial system and PeopleSoft financial system 



• Allotment/Budget balance per HP financial system and PeopleSoft financial system 



Cash receipts are reconciled between the federal draw systems and the HP financial system at least 



quarterly. 
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Appendix A:  Accounting Desk Procedures  
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April Soto 



Accountant II 
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Annual Actual and Necessary Report Procedures: 



 



In PeopleSoft run Query  



ODOC_ACTUAL_NECESSARY_TRAVEL 



Run to Excel  



Accounting Dates = July 1, Last Year to June 30, This Year 



Open 



Match number of claims on PeopleSoft report to Travel Claim Log 



 



Open Spreadsheet for Report 
        I drive-AdmnServ-Food and Beverage-A & N Travel Report 
        Change dates 
        Fill out report 
        Print 
 



Fill out letter for Governor 
        I drive-AdmnServ-Food and Beverage-A & N Yearly Report Letters-Governor of OK 
        Change dates 
        Print 
 



Give Report and letter to Stacie 



Stacie will sign and give back 



Once received back from Stacie, make 3 copies on letterhead and mail to governor, speaker of the 



house, and president pro tempore. 
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Entering W-9’S Into HP 



 
HP 



1-5 



F EIN to make sure not already in HP 



 



E 



Type in W in payee type for W-9 



Type in EIN 



Fill in name, address, phone # 



Enter to top 



U 



Write HP # on top 



 



E-mail Judy  



 Subject line:  HP#_____ - Name 



 



Add W-9 to spreadsheet in alphabetical order 



 S drive—Amanda Moss—W-9’s 



 



Place W-9 in correct binder in correct place according to order on spreadsheet 
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Expenses for Economic Development Seminars and Receptions Report 



 
The report “Expenses for Economic Development Seminars and Receptions” (required by Title 
74.500.2e)) is due quarterly for all expenses paid during the quarter for 



Direct Payment of Food/Lodging 



Space Rental 



Meeting Refreshments 



Food/Catering 



 



These expenses should be for non-state employees or for meetings with non-state employee 
participants. 



 



Run the Cumulative General Ledger for account codes during the necessary inclusive period for all 
programs. 



HP-1-7-3 



Enter to Account # 



Use account codes: 



543060 0000     Space Rental 



543260 0000  Food/Beverage 



543190 0000  Workshop/Meeting Rooms 



541190 0000 – 2015 Federal Workshop/Meeting Rooms 



541260 0000 – 2015 Federal Food/Beverage 



541060 0000 – 2015 Federal Space Rental 



*Do not list Native American 



*Do not list coffee service for agency 



 



Using the claims provided in the cumulative general ledger, transfer the information to the “Expenses 
for Economic Development Seminars and Receptions” report.  This report can be found at 
I/AdmnServ/Food and Beverage/Food and Beverage.xls. Move and copy last page over and rename as 
last month/year of reconciling.  Be sure to update the date on line 2 of spreadsheet. The items to be 
included on the report are: 



Date claim was paid 



Whom claims was paid to 



Claim number 



Division number 



Amount for meeting room rental (object code 3213) 
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Amount for food and catering (object code 3611) 



Amount for direct payment of food and lodging (object code 2213) 



Total amount of claim 



Description of function 



 



Attach letter to the Governor. This letter may be found at I/AdmnServ/Food and Beverage/ Governor of 
Oklahoma.doc 



Give letter and reports and spreadsheet to Stacie for sign off. 



 



Once back from Stacie, make 3 copies of letter on Letterhead.  



 



Send letter and spreadsheet to: 



 



Governor – Kevin Stitt 



Speaker of the House – Charles McCall 



President Pro Tempore – Greg Treat 



 



*Find addresses for envelopes at I/AdmnServ/Food and Beverage/President Pro Tempore and Speaker 
of the House 



 



Place in outgoing mail 
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Record Destruction Procedures: 



 
Locate archive list to be destroyed:  
 I drive-AdmnServ-ARCHIVES-Archive Lists 
 Open workbook and print off 
 
Use Oklahoma Department of Libraries website to fill out form: 
 https://libraries.ok.gov/state-employees/records-management/records-scheduling/ 
 Click on records scheduling 
 
 



 



 



 



 



 



 



Click on General Records Disposition Schedule for State Agencies 
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This document explains how records are listed in the archives.  Page 11 starts with the Administrative 



Records.  Financial Records start on page 30. 2-1 refers to 6-Digit Expenditure Detail Reports.  It gives a 



description as to what these files entail as well as how long we are required to hold them. 
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Filling out the Destruction Request Form: 



 Locate Archive Form to fill out: 
 I drive-AdmnServ-ARCHIVES-Archive Form 4.xls 
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Schedule or RDA Number = GRDS (General Records Disposition Schedule) 
Series Number = Number from  GRDS (See Green Arrow above) 
Series Title = Title according to GRDS (see red arrow above) 
 *Next to Series Title input FYXX 
 **Next to FYXX input Box # according to our archive list 
Inclusive Dates = Box Title according to the Archive List 
 
Once form is complete, print out and take to LaKeisha Lofton to fill out top and sign 
Once it is signed, scan and email to Jan Davis (Jan.Davis@libraries.ok.gov) 
Once Jan approves the list, she will send you a confirmation email with the approval attached 
Save the approval attachment: 
 I drive-AdmnServ-ARCHIVES-Approved Archive Form 4 
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Receipts 



 
Cash Receipts transactions can be classified into five general categories: 



1) Letter of Credit items 



2) Monthly Cash Allocation and Adjustments 



3) Loan Repayment Items 



4) Refunds 



5) Other Cash Receipts items 



 



Letter of Credit Items: (Deposits 405, 400, 412, 205) 
1)  Sign on the FD computer system, go into the receipts entry screen as follows: 



a.   01 Fiscal Operations 



b.   01 General Ledger Submenu 



c.   03 Cash Receipts 



2) On the first screen, type in the set key, last four of deposit number, and transaction date.  Use 0 



for doc date.  Update and go to 08 Detail Screen (U;8).  Write down batch number. 



3) Enter account numbers and amounts as follows for Federal deposits (400, 405, and 205 for EDA, 



STEP, and FSCPE) 



101010 (cash)   XXXX 



211140 (grants unapplied)  XXXX 



       101040 (grants receivable)  XXXX 



       431010 (revenue)   XXXX 



 



4) Enter account numbers and amounts as follows for State deposits: 



103010 (cash)   XXXX 



213140 (grants unapplied)  XXXX 



103040 (grants receivable)   XXXX 



433010 (revenue)    XXXX 



 



5) Enter account numbers and amounts as follows for 412: 



101010 (cash) XXXX 



101050 (accounts receivable)  XXXX 



Monthly Cash Allocation and Adjustments 
1) The monthly cash allocation is received from Melissa S each month.  Allocation adjustments are 



received from Rhonda Lincoln at different times throughout the month. 



2) After signing on the FD computer system, go into the receipts entry screen as follows: 



a. 01 Fiscal Operations 



b. 01 General Ledger Submenu 



c. 03 Cash Receipts 



3) On first screen, type in the set key, allocation # (yymm00 or yymm##), and transaction date. Doc 



date =0. After updating go to 08 Detail Screen (U;8) 



4) Enter account numbers and amounts as follows: 
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103010 (cash)   XXXX 



213140 (grants unapplied)  XXXX 



 103040 (grants receivable)  XXXX 



 433010 (revenue)   XXXX 



 



5) Update and return to first screen 



 



6) Allocation Adjustments are handled the same unless the programs being adjusted are revolving 



funds or carryover funds. Also, for 205.  Enter those as follows: 



103010 (cash)   XXXX 



 433012 (revenue rollover)  XXXX 



 



Loan Repayment Items 
1) Loan repayment items are received from Jill C and should be initialed by JC and AB. 



2) After signing on the FD computer system, go into the receipts entry screen as follows: 



a. 01 Fiscal Operations 



b. 01 General Ledger Submenu 



c. 03 Cash Receipts 



3) On first screen, type in the set key, deposit number (last 4), contract number, transaction date 



and document date (date of loan payment). After updating, go to 08 Detail Screen. (U;8) 



4) Enter account numbers and amounts as follows: 



 



ED Repayment 



101012 (invested cash)    XXXX 
211160 (deferred revenue/principal)  XXXX 
211161 (deferred revenue/interest)   XXXX 
 101053 (accounts receivable/principal)  XXXX 
 101054 (accounts receivable/interest)  XXXX 
 431040 (income from program source)  XXXX 
 
CD Repayment 
 
101012 (invested cash)    XXXX 
211160 (deferred revenue/principal)  XXXX 
 101053 (accounts receivable/principal)  XXXX 
 431042 (income from program sources/CD)  XXXX 
 
 
Lola Faye Denton 
 
101012 (invested cash)  XXXX 
211162 (deferred revenue/uncollectible principal)  XXXX 
 101055 (accounts receivable/uncollectible principal)  XXXX 
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 431040 (income from program sources)  XXXX 
 
Other Repayments 
 
Enter the same as an ED Repayment except do not put in the contract number and the document date 
on the first receipts screen.  Instead, after entering the account numbers and amounts, type in 19 
comments and type in the name of the contractor and the date of repayment. 
 



Refunds 
 



1) Refund items are received 
2) After signing on the FD computer system, go into the receipts entry screen as follows: 



a. 01 Fiscal Operations 
b. 01 General Ledger Submenu 
c. 03 Cash Receipts 



3) On first screen, type in the set key, deposit number, contract number (for contract federal or 
revolving funds), and transaction date. After updating, go to 08 Detail Screen (U;8) 



4) Enter account numbers and amounts for each type of refund as follows: 
 



Contract Refunds for Federal Funds 
 
101010 (cash)  XXXX 
 211111 (commitment)  XXXX 
 
Contract Refunds for Revolving Funds 
 
103010 (cash)  XXXX 
 213111 (commitment)  XXXX 
 
Go into 19 Comments.  Type in any other comments applicable to this deposit and update. 
 
Contract Refunds for State Funds 
 
Two entries are required or contract refunds for state funds: 



1. 103010 (cash)   XXXX 
213111 (commitment)  XXXX 



 The contract number should be entered in the comments screen. 
 



2. 433010 (revenue)  XXXX 
103010 (cash)   XXXX 



 The contract number should be entered in the comments screen. 
 
        Contract Refunds from OIL Funds 
 
        Two entries are required for contract refunds for OIL funds: 



1. 101010 (cash)  XXXX 
211111 (commitment)  XXXX 
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       The contract number should be entered on the first receipts screen. 
 



2. 101040 (grants receivable) XXXX 
431010 (revenue)  XXXX 
 101010 (cash)   XXXX 
 211140 (grants unapplied)  XXXX 



      The contract number should be entered in the comments screen. 
 
 
Vendor Refunds from State Funds 
 
103010 (cash)   XXXX 
433010-0007 (funds returned to funding source)   XXXX 
 103010 (cash)   XXXX 
 543270-0001 (funds returned to funding source) XXXX 
 
Vendor Refunds from Federal Funds 
 
101010 (cash)   XXXX 
433010-0007(funds returned to funding source)  XXXX 
 211110 (commitment)  XXXX 
 541270-0001 (funds returned to funding source)  XXXX 
 
Vendor Refunds from Revolving Funds 
 
103010 (cash)   XXXX 
103060 (deferred charges)  XXXX 
 213110 (commitment)  XXXX 
 543xxx (expense acct. #)  XXXX 
 
 



Other Cash Receipts Items 
 



1) Sign on the FD computer system, go into the receipts entry screen as follows: 
a. 01 Fiscal Operations 
b. 01 General Ledger Submenu 
c. 03 Cash Receipts 



2) On first screen type in the set key, deposit number, and transaction date.  After updating go to 
08 Detail Screen (U;8) 



3) Enter account numbers and amounts for each type of refund as follows: 
 
 
Indirect Charges (412) 
 
101010 (cash)    XXXX 



101050 (accounts receivable)  XXXX  
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Cash received for Manufacturer’s Directory, Registration fees, etc. (Memo style—need comments) 
 
103010 (cash)   XXXX 
 433010 (revenue)   XXXX 
 
 
Investment Interest 
 
101012 (invested cash)  XXXX 
 431041 (interest income)  XXXX 
 
 
Cash Received for Invoices 
 
103010 (cash)   XXXX 
 103050 (accounts receivable) XXXX 
 
Several federal grants are funded on a reimbursement basis.  EDA, STEP, and FSCPE entries utilize the 
due to/due from accounts because funds are borrowed from a revolving account to pay the expense.  
Note that the EDA, STEP, and FSCPE entries use the federal accounts and the ODOCBS and ODOCRE 
entries use non-federal accounts. 
 
 
Transfer from Revolving to Federal: 
 
EDA/STEP/FSCPE 
101010-0000   Cash 
 211126-0000   Due to Other Program 
 
 
ODOCBS/ODOCRE 
103055-0000   Due from Other Program 
 103010-0000  Cash 
 
 
Transfer from Federal to Revolving: 
 
EDA/STEP/FSCPE 
211126-0000   Due to Other Program 
 101010-0000   Cash 
 
 
ODOCBS/ODOCRE 
103010-0000   Cash 
 103055-0000   Due from Other Program 
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Mail Warrants Received from OMES daily; enter warrant list payment info 
 



Do after lunch 
*Warrant #’s that start w/108 are paper checks (bank acct shows up as OST) 
 
Run Misc. Warrant report from people soft using today’s date 
Print 
 
Pull pending claims from drawer 
 
From Report 
If EFT: 
 Write warrant # 
 Write date 
 Trash second copy of HP claim and everything behind the orange sheet 
 *nothing is mailed 
 Staple together 
 
If Travel or OK Grant: 
 First 2 pages (People Soft Claims) goes to back 
 Staple 
 
If Paper Check (OST): 
 Take out 2nd copy of HP claim 
 Take out everything behind orange sheet 
 Staple original group and staple what was pulled out as 2nd group 
 Put aside for tomorrow (have to wait to receive check) 
 
Stamp all the EFT’s with today’s date (every sheet of each bundle) 
 
Separate travel/grant/PO (orange sheet) 
 
 



 
IN HP: 
PO 
 3 (Allotment system) 
 10 (Purchase Orders) 
 F ENTER all the way to line 15 
 Look at HP claim 
 Input PO w/out the C ENTER 
 20 ENTER go to claim listed on PO 
 6 (warrant date w/out slash) ENTER 
 Input warrant # ENTER 
 7 (Input release date—date stamped—EFT’s have same warrant date & release date) 
 ENTER ENTER 
 UR 
 F8 
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GRANTS 
 11 (pass thru contracts0 
 F ENTER 
 Input contract # ENTER 
 20 ENTER 
 Find claim # 
 6 (enter date of warrant) ENTER 
 Input warrant number ENTER 
 7 (enter release date) ENTER ENTER 
 UR 
 F8 
 
TRAVEL 
 12 (TRAVEL) 
 F ENTER 
 In requisition # input PR # listed on bottom ENTER 
 10 ENTER 
 Warrant date ENTER 
 Initials ENTER 
 13 (claims) ENTER 
 6 (Input date) ENTER 
 Warrant # ENTER 
 7 (Input release date) ENTER ENTER 
 UR 
 F8 
 
Input into Travel log 
 I drive-travel-travel tracking log & analysis 
 Fill out remaining tracking entries 
 File in travel filing cabinet 
 
FICA 
 HP 13 
 Input REQ # 
 8 ENTER—input pay date and initials 
 11 ENTER 
 Input warrant info 
 UR 
 
Once everything is entered into HP place in file basket 
 
 
WHEN CHECKS RECEIVED: 
 Match up check to warrant 
 Put “copy” in envelope with check 
 Be sure 06 is written in upper left of envelope  
 Stamp original with today’s date 
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 Enter into HP following above procedures 
 Place in file basket 
  



72











 



Melissa Stevens 



Accountant II 
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Accounts Payable Invoice Process 
Invoice is brought to Finance by Administrative Assistant Moynea Coleman 



Once received, Sign Invoice Routing Form and verify the amount billed 



Verify the invoice is accurate and has been signed by the proper Officials 



Breakdown of PO, accounting lines, funding class, department, bud ref year, & project should be noted 



on invoice 



If an invoice is billing with Federal funds, verify Federal Justification Form is included with invoice.  



To enter invoice information into HP  



3-10-F-tab 5 times and enter contract number 



Enter 20 to go to Claims and hit enter as many times as necessary to find next available Req # 



Enter HP information 



01-Requisition number 



02-Items Received date 



03-Invoice date and Invoice number 



04-AP received date 



08-Notate what the invoice is billing: Service dates and billing periods 



09-Verify the remit address in HP matches remit on invoice 



12-Detail Items and match HP lines per invoice breakdown, enter amount and UR 



Print HP claim once all information is complete 



AP does not create HP claims for federal funded invoices. AP creates PeopleSoft claim and gives all 



documents to Jill Croom for the drawing of the funds 



Enter invoice information after HP into PeopleSoft 



Pull up PO to match lines and amounts (if item(s) were received at the agency, there will be a receiver 



included with invoice. Pull up PO and find referenced receiver number) 



-Enter invoice number 



-Invoice date 



-Provide comment referencing invoice description 



Once saved, PeopleSoft provides a voucher number, notate voucher number on printed HP claim 



Print PeopleSoft Voucher 
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Combine all documents (invoice, Invoice Routing Form, HP claim, PeopleSoft voucher, and any 



supporting documentation)  



Give to Approving Official to sign and verify for accuracy 



Once returned to AP, if invoice has immediate payment terms, the voucher is scanned and sent to OMES 



for payment processing. If terms are anything other than ASAP, the voucher is filed and processed per 



the payment date  



When ready to send for payment processing, run Voucher Batch slip report in PeopleSoft. Give form 



along with all invoices to be processed to Stacie Willis for signature. Once returned, scan all documents 



for OMES to process. Scan signed batch slip separately and send an email to 



OMESTPVouchers@omes.ok.gov  
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Approve sub-grantee expenditure reports in OK Grants and book in FD 
OK Grants: 
 My inbox  
 Click on related document 
 View forms 
 Expenditure report 
 Print version 
 Print 
 Staple expenditure report on top of original email 
 
HP: 
 3 ENTER 
 11 ENTER 
 F ENTER 
 Input contract # ENTER 
 22 ENTER 
 F ENTER 
 Input contract # ENTER ENTER 
 1 ENTER 
 Input current month expenses ENTER 
 Make sure entries on form match screen 
  *if matches: (We DO NOT track match totals for CDBG) 
   Write acct # next to totals on report 
   UR 
   21 (for comments) 
   Input # for box to enter comments (if new box, E ENTER) 
           (date on top of report, EXP RPT APPROVED initials todays date ENTER 
   //ENTER 
   UR 
   15 ENTER ENTER 
   Write set key at bottom of report 
   F8 
 
  *if no match: 
   Go to OK Grants 
   My financials 
   In keyword type in contract # Search 
   Click on name (any of them) 
   Parent info (to see contract) 
   View forms 
   Find contract part 1 
   Verify contract amount 
 
BOOK in HP: 
 1 ENTER 
 1 ENTER 
 6 ENTER 
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 Input set key 
 Input contract # ENTER 
 ENTER 
 Transaction date = date on bottom of report ENTER 
 DOC date= date of top of report 
 U;8 ENTER 
 Write batch # on bottom 
 Input acct # by totals ENTER 
 Put in 4 0’s ENTER 
 Put in current expenditure amount ENTER 
 Put in credit (101061) ENTER then 4 0’s ENTER 
 Input credit ENTER 
 // ENTER 
 UR ENTER ENTER 
 Initial-date on bottom of report 
 Put in Allison’s inbox 
 
 
In the event of match there will be a total of 6 entries 
2 entries from above then the following: 
 555XXX 
 215113 
  105063 
  435031 
 
IE2:   
 555XXX 
 555XXX 
  101061 0000 
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New Contracts and modifications 
 



• You will receive a notification in your inbox when a contract or modification has been executed. 



• Log in to OKGrants 



 



• Click on My Inbox 



 



• Click on the Subject. 



• Click on Related Document hyperlink. 



 



• Click on View Forms. 
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• Click on the PeopleSoft Application Information ODOC No-PO link and fill in appropriate 



information for new contracts 
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• From the Forms menu, click on ODOC #’s (ODOC Only) and print this screen using Print Version. 



 



 



• From the Forms menu, click on Contract Part I 



 



 



• Print the contract by clicking on Print Version. 
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• For new contracts, attach a copy of the New Contract Checklist  



Contract Name   



Contract Number   
Melissa   



PO (State Only)   



PS Vendor # & Loc.   



PS Project #   



PS Activity #   



PS Oper #   



Set Key   



IDIS Project #   



IDIS Activity #   



Form 81 (CDBG)   



Contract Tracking   



Budget   



PS   



Alloc for Non Fed   



Allot. Setup PR #   
Jill   



IDIS (CDBG)   



Funding   



Batch #   



   



 



• Log on to HP and use the following navigation for new contracts: 



02 Contract Tracking 



01 Contract Tracking 



01 Preapproval 
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• Confirm that all the information in fields 1 through 10 match the printed contract from 



OKGrants. 



• Enter the dates the Contractor and CDS Director signed the contract in fields 13 and 14.  



• Enter the action you took in field 16 Last Change. 
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• When you receive notification that a contract modification has been executed, you will print 



Contract Part I again.  It will reflect the updated information and you will use this to update 



Contract Tracking in HP.   



• On the Contract Tracking Sub-Menu, you will go to 02 Active and then find the contract. 



 



 



Entering New Contracts in HP Allotment 



• Follow the navigation below 



03 Allotment System 



11 Pass-Thru Contracts 



• Type “E” and hit return.  You will complete the same fields as below except for field 11. If you 



are completing a modification, update the relevant information. 
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• Set up the information in 15 Detail Funding.   
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•  
• You will not need to complete field 05 Funded Amt or 06 Paid Amt at the time of set up for 



federal contracts.  Both amounts will remain $0.  For state contracts, enter the amount of the 



contract in 05 Funded Amt. 



• Forward to Jill to enter obligation into FD. 



• Jill will create the FD batch and forward to Allison for verifying and posting. 



 



  



85











 



Reconciling the FD to ALT Cash at EOM 



 
You will use the EOM reports for this task.  They print off on the HP Printer. 
 
The reports that will be turned in on this task will be the FD-#13 Cash Receipts and disbursements and 
the ALT-Cash Summary.  The other reports will be tools for this job.  You will check the ALT cash 
summary and add the balances on the different set keys on each program.  After this is completed, the 
FD report and ATL report will be checked for any differences. 
 
The differences could be any combination of not posting the budget, claim posting incorrectly, or other 
things to make the balance out of order. 
 
REPORTS USED: 
 
Cash Summary: 
 HP—1-7-3 
 Tab all the way down and the cursor will jump up to action 
 Key in “UR” 
 The next screen will appear 
 Tab down to #13 and key in “Y” ENTER // ENTER 
 The cursor will jump up to action 
 Type in “GO” and you will get a job number 
 
Claims not yet posted: 
 HP—3-17-8 
 Choose printer 1—ENTER for job number 
 
Cash Balances: 
 HP—3-19-5 
 Enter 1 for printer 
 “Y” for whole file 
 ENTER for job number 
 
 



1. Separate FD Cash Summary by fund 
2. Separate ALT Cash Balances by fund 
3. Open Spreadsheet  I/AdmServ/Amanda Moss/Balance Cash 
4. Open Blank spreadsheet and save in correct FY as YY-MMDD (Day is last day of month 



reconciling) 
5. Fill in spreadsheet with date at top, FD overall balance at top and ALT overall balance at top 
6. Fill in Program totals for FD and ALT according to reports 
7. If there are no outages, save – print – paperclip spreadsheet to reports and set aside 
8. If outages are present research reason and document 



a. Look at claims not yet posted first.  List the total on program line under O/S VHRS and 
then individually on bottom under claims not yet assigned 



b. Run cash summary and disbursements for needed programs by set key and look for 
outages there.  List any necessary corrections on bottom next to corrections.   
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9. Once all Funds are balanced give to Allison for verification 
10. Keep a rolling year  
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Approving Reimbursement Request in OK Grants and Book to FD 
OK Grants: 
 Look under “My Tasks” for Reimbursement Claims 
 Click on document name 
 View forms (under View, Edit, Complete) 
 Click on Reimbursement Claim 
 Print Version 
 Print 
 



HP: (if SEP—it is Federal—SEE NEXT PAGE) 
 Go to Allotment System (3) 
 Go to Pass Thru Contracts (11) 
 F ENTER 
 Input contract #  ENTER 
 22 ENTER (where we track payments) 
  F ENTER 
 Input contract # ENTER ENTER 
 1 ENTER 
 Enter current month expenses 
 Verify entries on screen match contract 
 Write acct # next to “totals” on contract 
 UR to update and return to previous screen 
 21 ENTER (to input comment) 
 Input # for box to enter comment (if no entries in box E ENTER)  
  *be sure to ENTER past current entries 
 Format for note—date on contract, exp rpt approved – initials todays date 
 UR 
 15 ENTER ENTER 
 Write set key on bottom of contract 



F8 
 
Go to Spreadsheet in I drive: contract allocations-fiscal year 
Put in amounts for each month 
 
 
If SEP: 
 
Go to Allotment System (3) 
 Go to Pass Thru Contracts (11) 
 F ENTER 
 Input contract #  ENTER 
 22 ENTER (where we track payments) 
  F ENTER 
 Input contract # ENTER ENTER 
 1 ENTER 
 Enter current month expenses 
 Verify entries on screen match contract 
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 Write acct # next to “totals” on contract 
 UR to update and return to previous screen 
 21 ENTER (to input comment) 
 Input # for box to enter comment (if no entries in box E ENTER)  
  *be sure to ENTER past current entries 
 Format for note—date on contract, exp rpt approved – initials todays date 
 UR 
 15 ENTER ENTER 
 Write set key on bottom of contract 



5 ENTER ENTER 
 Input amount (add reimbursement to current funded amount) 
UR 
Go to OKGrants 
View forms 
Comments Form ODOC Only 
Type in Set key-SAVE 



 
DO NOT PUT INFO INTO SPREADSHEET 
 
Approving Reimbursements: 
OK Grants 
 My tasks 
 Click on name 
 View forms 
 Comments for ODOC only 
 Type set key in comments 
 Save  
 My home 
 Click on My Administration-status push documents by role 
 Click on dropbox—choose reimbursements-search 
 Dropbox—reimbursement (only option)-search 
 Push to status claims approved 
 Check the box next to the ones that need to be done 
 Push selected documents 
 
Book Them in HP: 
 1 ENTER (Fiscal Operations Menu) 
 1 ENTER (General Ledger Submenu) 
 6 (Expenses) 
 Put in set key ENTER 
 Input contract # ENTER 
 ENTER 
 Transaction date = date printed on bottom ENTER 
 Document date = last day of month listed on top of expense report  ENTER 
 U;8 ENTER 
 Write batch # on bottom 
 Put in acct # (written by totals) ENTER 
 Put in 4 0’s ENTER 
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 Put in current expense total ENTER 
 Put in credit acct # (103061) 
 // ENTER – UR – ENTER – ENTER 
 
Book SEP in HP: 
  1 ENTER (Fiscal Operations Menu) 
 1 ENTER (General Ledger Submenu) 
 6 (Expenses) 
 Put in set key ENTER 
 Input contract # ENTER 
 ENTER 
 Transaction date = date printed on bottom ENTER 
 Document date = last day of month listed on top of expense report  ENTER 
 U;8 ENTER 
 Write batch # on bottom 
  
Totals: 551000 or 553000 
   101061 
 
Match: 215113 
 555xxx (match acct) 
   105063 
   435031 
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Amanda Campbell 



Accountant III 
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New Grant/Project Set Up 
Set up new grants/projects in HP and PS using the FY20XX Set Up Checklist 



• Pattern new set of books in HP 
o 1 > 2 > 5 – Pick a similar program to pattern. Enter new project name, grant ID (use bill # 



for state programs; leave blank if signed award has not been received), description, 
dates, and end of current month, then type ‘3’ at the top.  1>3>4 to update program 
master after Award is received. 



 
• Post Receivable to HP 



o Use copy of award letter to write set key and reason for entry (e.g. To record 
Receivable), circle or highlight amount being booked 



o 1 > 1 > 7 – Enter set key, today’s date, then type U;8. On the next screen, use Grants 
Receivable (10X040) and Grants Unapplied (21X140) for your entry, then Update. Add a 
description (e.g. To record Receivable for Qtr2 Alloc) 



o Write batch number on the award letter and give to Allison to verify 



• Add budget to HP by completing the budget memo in Amanda’s folder on the shared drive.  
Enter today’s date, set key and program, budget amounts by line item, match if applicable, and 
amounts to be added in the Deferred/Commitment journal entry.  Print and give to Melissa to 
enter in HP. 



• Set up new award in PS  
o Go to Grants > Proposals > Maintain Proposals > Add a New Value to create proposal 



with new program name as proposal ID (e.g. CSBG_19). Add description, PI (State, 
158781 Stacie, Fed 113362 Marshal), Sponsor ID (state=OMES 90 or Tourism if billing 
them 566, Fed=who gave money), CFDA if applicable, and select whether F&A applies or 
not, uncheck Facilities for State programs. Add dates and build a period (1 period). On 
the Project tab, enter project name (e.g. 160_CSBG_19). On the Budgets tab, add Admin 
as an activity. 



o Go to Grants > Proposals > Submit proposal and click Submit 
o Go to Grants > Proposals > Generate Award, verify the info is correct, click Generate.  If 



the information is not correct, this is the last opportunity to change the award ID, 
project ID and/or activity ID. 



92











 



o Go to Grants > Awards > Award Profile. Enter the grant number as the reference 
number when the award letter is received.  



o Go to Grants > Awards > Project and enter project type Admin. Click Project Status 
hyperlink and select ‘O’ with the contract start date. On the Project Costing Definition 
tab, choose Project Team Only with Time & Labor as the Product. Click on the “Project 
Activities” link at the bottom of the screen.  Field 5 on the User Fields tab should say 
‘Labor’ if payroll will be charged there. Otherwise, use ‘Non-Labor’.   



o Go to Grants > Awards > Project Activity.  On the third tab, double-check for correct F&A 
rates.  To enter rates, select Federal as the rate type, add MTDC to lines 1 and 3, and 
then add the F&A rate to each of the 3 lines. Remove Stacie and Marshal as activity 
owners if using for Labor. 



o Go to Customer Contracts > Create and Amend > General Info and search for contract 
(e.g. CSBG 19). Add Pass-thru contract line if applicable. (Note: CDBG will have 3 
contract lines, 1 for Admin, 1 for TA, 1 for PT.) On Detail tab add grant number to Loc ID 
field if known. Under the Contract Terms hyperlink for each contract line, add business 
unit, billing limit, Rate Plan (Admin) or Rate Set (Pass-thru), select as incurred by fund 
(Admin) or pass thru by fund (Pass-thru). Federal awards:  If the signed award has been 
received, set contract status to ‘Active’.  Otherwise, leave in Pending status until the 
grant is ready. (State contracts will always be in Pending.) 



o If not already requested at the beginning of the fiscal year, email Icelyn and Salisa and 
copy Stacie to request combo codes, Email Rhonda to request and set keys for the new 
project.  Include the funding info for Icelyn. 



 
o Go to Commitment Control > Budget Definitions to add row to KK and Child ledgers. Add 



project number, start date, and end date and set the control option to “Track w/o 
Budget.” 



o Go to Commitment Control > Budget Journals > Enter Budget Journals to enter budget. 
o After the journal status says ‘Posted’, go to Commitment Control/Review Budget 



Activities/Budgets Overview to verify the budget amount is correct. 
o If project has OH and NOH operating units, look up project under Grant > Awards > 



Project Budgets to enter the budget by account code, activity, and operating unit. Click 
Finalize. After it completes in the process monitor, go back to Budgets Overview in 
Commitment Control to verify the budget amount is current. 



o Go to Project Costing > Project Definitions > Team to set up the project team.  Click the 
+ button, enter the employee ID, set the project role to “PROJECT_TEAM” and ensure 
the correct start and end dates are reflected.  When an employee terminates or no 
longer works on a project, update the end date to remove them from the project team. 



o For federal programs, the budget info comes from Annette.  For state programs, Rhonda 
and her team will enter the info in HP.  To obtain the budget data, run the Budget Detail 
by Set Key Report. This report contains all the state budgets for that fiscal year. 



Contracts 
New Contracts in PeopleSoft 



• State contracts 
o Print state contracts out of OKGrants when you receive the Executed status email (all 



state contracts except REAP). Write set key on contract. 
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o Go to Commitment Control > Define Control Budgets > Budget Definitions to add row to 
the KK (PROJECT_KK) and Child (PRJ_CH_KK) ledgers. Select the following parameters: 



 
▪ Ensure that the “Correct History” checkbox is checked.  Go to the “Control 



Chartfield” tab.  Add project number, set the control option to “Control,” and 
enter a start and end date. 



o Go to Commitment Control > Budget Journals > Enter Budget Journals to enter budget. 
▪ Click Add on the Add a New Value Screen 
▪ In the Ledger Group field, select PRJ_CH_KK 
▪ Click the checkbox next to Generate Parent Budget(s)



 
▪ On the Budget Lines tab, enter the account, PC Bus Unit, Project, Activity, and 



the Amount.  For pass-through contracts, use account 555000



 
▪ Click the Process button 



o After the journal status says ‘Posted’, go to Commitment Control > Review Budget 
Activities > Budgets Overview to verify the budget amount is correct. 



o Give contract to Judy so she can set up the PO. 
o After the contract is routed back to you, look up project under Project Costing > Project 



Definitions > General Information and verify Description, Project Type, Project Status, 
and Dates. On Project Costing Definition tab, verify that Project Team Only is selected 
with Time & Labor as the Product.  



o Go to the Project Activities hyperlink to verify Activity and Dates. On the User Fields tab, 
verify that NON-LABOR is in Field 5 for each line. 
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o Look up project under Project Costing > Activity Definitions > Status to verify that the 



correct activity is in open status with an appropriate effective date.  
o After reviewing, initial and date the contract, and put it in the filing tray. 



• Federal contracts 
o Look up project under Project Costing > Project Definitions > General Information and 



verify Description, Project Type, Project Status, Dates. On Project Costing Definition tab, 
verify that Project Team Only is selected with Time & Labor as the Product.  



▪ For CDBG only, go to the User Fields tab to enter the IDIS project number in 
Field 2 and the IDIS activity number in Field 3. 



o Make sure the correct contract and line are showing on the Rates tab. (2 for all, 3 for 
CDBG, 1 for CD and ED invested cash) 



o Go to the Project Activities hyperlink to verify Activity and Dates. On the User Fields tab, 
verify that NON-LABOR is in Field 5 for each line. For ESG only, add rows in this section 
for the additional activities.  The list of activities can be found in IDIS. 



o Look up the project under Project Costing > Activity Definitions > Status to verify that 
the correct activity is in open status with an appropriate effective date. For ESG only, 
close the first activity and open the newly added activities using the contract start date. 



o For ESG look up the contract under Customer Contracts > Create and Amend > General 
Information. Go to the Lines tab, then the Detail tab, and click Contract Terms. Find the 
project number, add additional rows for each newly added activity, and type in the 
project and activity for each line (you can type over the existing activity since it is no 
longer needed.) 



o Go to Commitment Control > Define Control Budgets > Budget Definitions to add row to 
the KK (PROJECT_KK) and Child (PRJ_CH_KK) ledgers. Select the following parameters: 



 
▪ Ensure that the “Correct History” checkbox is checked.  Go to the “Control 



Chartfield” tab.  Add project number, set the control option to “Control,” and 
enter a start and end date. 



o Go to Commitment Control > Budget Journals > Enter Budget Journals to enter budget. 
▪ On the “Add a New Value” screen, click Add 
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▪ Select the “PRJ_CH_KK” ledger in the “Ledger Group” field, and then select the 
checkbox next to “Generate Parent Budget(s).” 



▪ On the “Budget Lines” tab, enter the Account (555000), PC Bus Unit, Project, 
Activity, and amount of the budget.  The account should be a budgetary only 
account code. 



▪ Click “Process” and ensure that the “Budget Header Status” changes to 
“Posted.” 



o After the journal status says “Posted”, go to Commitment Control > Review Budget 
Activities > Budgets Overview to verify the budget amount is correct. 



o After reviewing, initial and date the contract, and put it in the filing tray. 



Contract Modifications in PeopleSoft 
• Date Change Mod 



o Look up project under Project Costing > Project Definitions > General Information, 
change end date, add mod info to description box (e.g. Mod #1-Ext date 12/31/18) 



o Click Project Activities hyperlink, change end date on activities 
o Go to Commitment Control > Budget Definitions, Find project number, change end date; 



Do this in both the KK ledger and Child ledger 
o Initial paperwork and put in tray for filing 



• Contract Amount Mod 
o Look up project under Project Costing > Project Definitions > General Information, add 



mod info to description box (e.g. Mod #1-Incr Amt to $50,000) 
o Look up project under Commitment Control > Review Budget Activities > Budgets 



Overview to verify the budget amount.  
o Go to Commitment Control > Budget Journals > Enter Budget Journals. After the journal 



status says ‘Posted’, go back to Budgets Overview in Commitment Control to verify the 
budget amount is correct. 



Closeouts/Deobligations in PeopleSoft 
o For closeouts, go to Commitment Control > Review Budget Activities > Budgets 



Overview to verify the budget and expense amounts are correct. Then go to Project 
Costing > Project Definitions > Status to close the project. Use the closeout date for the 
effective date and select ‘C’ status. 



o If a deobligation is needed, go to Commitment Control > Budget Journals > Enter Budget 
Journals to enter amount.  Do not close the project until the next day to prevent a PC 
interface error. 



Payroll 
• Payroll Corrections 



o After Icelyn finishes all payrolls, print After Allocation (Query: 
ODOC_QUERY_FOR_PAYROLL_ALLOC) spreadsheet 



o Look up set keys for each project 
o For each project, check to see that the grant has not ended and that there are sufficient 



funds on that grant; look for any charges to the Nalloc, Default, Leave, or Fringe projects 
because those need to be moved to the appropriate grant; notate which payroll charges 
need moved; e-mail that service area’s manager to verify where the time should be 
moved 



o Complete the funding entry spreadsheet with the correct payroll amounts 
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o Complete a spreadsheet for the payroll corrections listing each project needing 
corrections. If carryover is used with the OPER project, get an OH/NOH breakdown from 
Rhonda to move the necessary people on the correction. 



o Email spreadsheet to OMES for posting 
o If any projects are out of funds, close time and labor by selecting ‘T’ status in Project 



Costing. Email Icelyn to let her know it is closed for time and labor, include the effective 
date and reason it’s being closed (e.g. out of funds). 



o Run F&A process for the payroll correction the next business day after correction posted 



F&A 
• Update F&A rates in PeopleSoft 



o Update server, port, and node information on Connect Information tab in Excel to CI file 
o Update default effective date and F&A rate on Template tab 
o Update projects and activities on Data Input FULL tab 
o Click Stage Data for Submission on the Add-Ins tab in the top toolbar 
o Verify that information from the Data Input FULL tab pulled into the Staging & 



Submission tab 
o Click Submit Data on the Add-Ins tab in the top toolbar 
o Click Post Results on the Add-Ins tab in the top toolbar 
o Verify that each project’s status on the Data Input tab says ‘OK’ 
o If a status says ‘Error,’ research error and rerun or update manually in PeopleSoft by 



going to Grants > Awards > Project Activity 
o Search for each project, go to FA Rates tab, add new row under Institution and Funded 
o Select ‘MTDC’ in the FA Base field, enter the updated F&A rate and the effective date, 



and save 
o Run query ODOC_FA_RATES_01 to verify that the new rates are showing 



• Indirect/Overhead Entries in HP 
o On the sheets of indirect and overhead amounts, list the appropriate set key for each 



entry.  Different activities under the same grant can be combined using one set key. 
o Indirect 



▪ In the General Journal screen (1-1-7,) enter the appropriate set key, transaction 
date as EOM, document date as 0.  



▪ Go to Detail Screen, write the assigned batch number on the sheet, and enter 
the journal entry with credit accounts, 101060-Deferred, 101040-Grant 
Receivable, and 431010-Revenue, and debit accounts, 541030-Indirect, 211110-
Commitment, and 211140-Grants Unapplied. Update the record and enter 
“[month year] Indirect” in the comments. Repeat for each set key. 



o Overhead 
▪ In the General Journal screen, enter set key for the overhead books (for 



example, IEX for OH 18), enter transaction date as EOM, document date as 0, 
and the appropriate indirect set key for the grant.  



▪ Go to Detail Screen and enter the journal entry with credit account, 431010-
Revenue, and debit account, 101050-Receivable.  Update the record and enter 
“[month year] Overhead” in the comments. Repeat for each set key. 



o Give the amount sheets to the person with access to verify the entries 



• Payroll and indirect draw reconciliation 
o On Payroll and Indirect Draw Recon spreadsheet, list the total payroll and indirect 



amounts for each project that goes through billing 
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o Underneath each, list the separate draw amounts from the draw queries along with the 
date of the draw queries. Once all of payroll and indirect have gone through billing, 
make sure the difference between payroll and the draws is 0. If not, research why 
more/less came through on the draw query.  Start by checking billing limits. There is a 
separate column to add amounts for payroll corrections and their associated draw 
queries. 



Cash Recon 
• Every day run the Allot Budget and Cash report and the Summary of Receipts and 



Disbursements report in PS 



• Make a new tab in the ABC SRD Cash Reconciliation spreadsheet and list the totals from the 
report 



• Make sure there is enough cash to cover payroll. Research any differences between the two 
reports and insert comments noting what is causing the difference 



 



Grant Tracking 
• Update Grant Spreadsheets  



o Run the following HP reports for each program:  Daily Trial Balance (navigation:  5-3) 
Cash on Hand (5-4-9) and Set Key (3-14-11) 



o For each grant spreadsheet located in Stacie’s folder, update the Draws, Set Keys, 
Contracts, and ODOC Exp tabs. 



o Make sure the grant is not overspent or close to being overspent 



• Low Funds Report 
o Update grant tracking spreadsheets 
o On Low Funds Report spreadsheet, change the as of date and list all federal projects and 



activities that have $2,000 or less remaining in Admin funds 
o Email report to Rhonda 



• Send grant balances to Community Development 
o Run trial balances and set keys as of EOM 
o Update Community Development grant tracking spreadsheets 
o Email spreadsheet to Marshall, Annette, Alicia, and Rhonda H. and copy Stacie 



• Grant balances for Community Development budget meeting 
o Use balances from latest Grant Balance spreadsheet for that quarter to fill out the 



quarterly grant balance spreadsheet for the Community Development budget meeting 
o Add latest payroll and indirect totals if available 
o Send spreadsheet to Rhonda to include in meeting packet materials 



Misc. 
• Forward CAA and DHS funding lists to Jill 



• Post Deposits in HP 
o Make sure amounts match. In Cash Receipts screen (1-1-3,) enter set key, last four digits 



of deposit number, transaction date as the date on top of the form, document date as 0.  
Go to Detail Screen to enter journal entry with credit accounts, 101040-Grants 
Receivable and 431010-Revenue, and debit accounts, 101010-Cash and 211140-Grants 
Unapplied. Update record and write the batch number on the form. 



o Give the amount sheets to the person with access to verify the entries 



• Post Interest Income 
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o Print the pages for Funds 416, 426, and 455 in the Treasurer’s statements from the 
website, 
http://www.ok.gov/treasurer/Investments/Investments_Operations/OK_INVEST/index.
html 



o Look up each program in HP (5-5-8) to find that month’s invested cash balance.  Use 
those numbers to update the Interest Allocation tab in the Interest Allocation 
spreadsheet located at I:\AdminServ\Stacie\Interest.  Also update the interest amounts 
to make sure the numbers balance with the Treasurer’s statements.   



o Navigate to Accounts Receivable > Payments > Reports > AR Deposits in PeopleSoft to 
find the deposit number and date.  Update the first three tabs in the spreadsheet to 
reflect the correct transaction number and date.  Verify that the amounts and set keys 
are correct on the first three tabs.  After changing the information, print one copy each 
of the first three tabs and three copies of the fourth tab.   



o Attach the printed deposit sheet to the appropriate Treasurer statement and give to the 
person to enter deposits in HP.  Attach a copy of the Interest Allocation tab to each page 
of the Treasurer’s statement and file in the black filing cabinet. 



Troubleshooting 



Commitment Control 



• If a voucher has been paid but does not show in the expenses in Commitment Control, it 
probably needs re-budget checked. You can verify if this is the problem with a query 
(PJG_160_KK_ABC_VCHR). Send a helpdesk ticket to ask OMES to re-budget check. 



Budget Errors 



• Budget Date Out of Bounds – Go to Commitment Control > Define Control Budget > Budget 
Definitions to extend end dates on KK and Child ledgers 



• Budget Does Not Exist – Either budget has not been added yet or the funding is incorrect. Judy 
can’t do PO’s if the budget is not set up yet. 



• ALLOT – Rhonda can help with allotment budget issues 



Draws 



• If something does not come through billing, check the billing limit at Customer Contracts > 
Create and Amend > Gen Info. If there is an excess amount, there are OLT rows. Research to see 
if billing limit needs to be increased. If it does, click Amend Contract, enter new billing limit for 
that line, click Detail hyperlink, set status to Ready, click Process Amendment. 



Indirect 



• If indirect processes at an unexpected amount, verify that the correct rate is set up under Grants 
> Awards > Project Activity. If it’s correct, run ODOC_SFA_PROCESS_BY_DATE to find the process 
instance for that F&A. Use that number to run ODOC_SFA_RECON query to see the payroll 
amounts from which indirect processed. 



Project Teams 



• If someone is listed as a PI on the project team, go to Project Costing > Activity Definitions > 
General Info where one of the detail tabs will have a field with the empl ID. Remove that empl 
ID and save.  Then go back to the project team and add them as a Team Member instead of a PI. 
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Deposits 
• Depending on the fund is when you would create and process deposits. ESG, CDBG, and 



CDBGDR are two day draws, they will take two business days for funds to be received, enter 
deposit two business days from when draw done.  EDA is unknown, enter deposit next day.  
All other draws are one day deposits, enter them the next day. 



• Funds are received by the Treasurer’s Office and will be matched with the deposit number 
created in PeopleSoft.   



Creating Deposits in PeopleSoft  
• Navigate to Regular Deposit in PeopleSoft 



o Accounts Receivable, Payments, Online Payments, Regular deposit 



• Add a New Value – make sure Deposit Unit reads 16000 
o Click Add  



• Fill out as seen below 
o BatchCode – 61 
o Control Total Amount 
o Count – 1 
o Expected date (todays date) 



 
• Go to Payments Tab on top, fill out as below 



o Amount 
o Payment Method – Electronic Funds Transfer 
o Customer ID  



▪ CSBG/HS – 0000029308 
▪ CDBG/ESG – 0000021402 
▪ DOE/SEP – 0000028100 
▪ EDA – 0000021105 



o Payment ID – FEDERAL 
o Comments – MMDDYYCDBG (date drawn and program) 
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• Save and record Deposit ID listed on top of Page 
Notes: 
 
CDBG and ESG Deposits will come separately based on the Grant Year in IDIS.  They can be 
drawn all at one time but will need to be entered in PeopleSoft as separate deposits.  Anything 
with a Grant Year older than 2015 can be entered together.  2015 and beyond will need their 
own separate deposit for each year.  
 
Enter deposits before 10 AM, they are then reviewed by the Treasurer’s Office and approved if 
they can match with funds coming in.  Deposits are approved between 11am and 3pm, there is 
no set time. An email is sent when approvals are made.  If Deposits not approved by 2:30/3 
review deposit to make sure all entries were done correctly, if so, contact Treasurer.   



 
Deposit Cover Sheets 



• Deposit cover sheets can be found in the I: drive under Deposits Federal Folder 
o A new folder will be created for every FY in Deposit folder, each Program has its 



own deposit sheet 
o Date for today, change Request # to draw date 
o Enter amounts based on Fund and Program year on Draw Query 



▪ Every Fund (405, 400, and 412) has its own form, enter amounts on correct 
deposit sheet for fund listed on query and next to correct Program year and 
set key.   



o Verify that reference amount on each sheet matches total drawn amount 
o Print and attach each sheet to Draw Query and Draw print out 



 
Batching Deposits 
 After deposits are approved, they will need to be batched in order to post to PeopleSoft 
  



• Navigate to Create Worksheet in PeopleSoft 
o Accounts Receivable, Payments, Apply Payments, Create Worksheet 



• Click Search and all available deposits will pop up  



• Find deposit number approved and choose it 
o Click build towards bottom of screen 
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• Navigate to end of invoice numbers and find the correlating invoice numbers on the draw 
query, select correct numbers until the invoices selected adds up to total amount of deposit 



o Hit save then choose Worksheet Action on bottom of page 



 
• Change Posting Action to Batch Standard and hit OK 
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Instructions: Drawing Federal Funds 
Prior to running FCR billing processes, run the “Process as Incurred Billing” (Step 4 below) the first thing in the morning to 
determine if there are any VLPAY, INDIR or GL bill rows. The Project Type will need to be identified as ADMIN for Non-ARRA 
and ARRA for 490. If an Interface ID number is found during this morning process then payroll, indirect or GL bill rows are 
present so proceed to step #5 below.  This additional process at the beginning of each morning will ensure that FCR bill rows 
are separated from GL, Payroll and Indirect bill rows causing separate GM-Invoices to be created for the payroll processes.   



AP Accountant creates federal vouchers and forwards the PSoft vouchers created to Billing Accountant.  
Billing Accountant reviews the AP vouchers created by AP Accountant to ensure they agree with the vouchers from 
the Step #1 query to spot any errors prior to Step #2(Staging) and Step #3 (Loading).  



 



PROCESS TO BILL AND DRAW FEDERAL FUNDS   
1. REPORTING TOOLS → QUERY → QUERY VIEWER → Run 



“ODOC_PC_FCR_EXT_FROM_VCHRS_02”   
Schedule process and selecting as - Type: Web and Format: XLS 



Spreadsheet Upload to Excel and Changing to CSV 



a. Save as an Excel file to S drive under “FCR Upload” folder.  Currently we are saving as: 



160_comb_020613xls 



b. Delete the top rows 



c. Change the Interface ID in Column B and copy down (1600XXXX).    ____________         



d. Number the lines sequentially in the “Line” column (Column C). 



e. Save as a CSV file.  Click “yes.” [Save as CSV (MS-DOS)]  



f. Close the spreadsheet.  Click “no.” 



Note: If you wish to view the CSV file, open it with Notepad to preserve the formatting. If 



changes need to be made, go back to the Excel file, update the change and resave as the CSV 



file.  



 



2. PROJECT COSTING → THIRD PARTY INTEGRATION → AGENCY STAGE TRANSACTIONS (OCP0631J) 



Staging Table 



a. Select run control ID   



b. If there is an Attached File, it will have to be deleted.  Then click the Add button and 



then the Browse button.  You will need the CSV file you just saved on the S: drive.  Select 



Upload.  



c. Click Run, then OK.  Check Process Monitor for a status of Success. 



d. Review Transaction Detail after success by Interface ID # to ensure the correct number 



of rows were staged.  



 



3. PROJECT COSTING → THIRD PARTY INTEGRATION → LOAD TRANSACTIONS (PC_INTFEDIT) 



This will cause it to load into the Project Resource Tables.  



a. Select the Run Control 



Run Control Options: By Business Unit  



b. Application Options: Interface Run Option = Edit and Load Interface Option = Range 



(Change the Interface ID in the from and to fields to the Interface ID that was used in 



Step #1 above  



Use the next number sequence formatted as 1600XXXX.  



104











 



c. Click Run, then OK.  Check Process Monitor for a status of Success. 



d. Review Transaction Detail after success by Interface ID # to ensure all the rows are no 



longer present. 



 



Run query “DOC_PROJ_TYPE_TO_BILL_V1” prior to Step #4. This will let you know what is ready 



to bill.  



 If “P” status, then ready to bill. If “W” status, then it has gone to billing and is waiting for billing 



to notify Project Costing that billing is complete.  



 



4. CUSTOMER CONTRACTS → SCHEDULE AND PROCESS BILLING → PROCESS AS INCURRED BILLING 



(CA_BI_INTFC) 



Becomes billing row in Billing Interface Tables 



a. Run Control ID  



b. Under Project Options, select Project Type.  



• Early morning payroll process: Select “ARRA” for ARRA Admin  



                                                                      Select “ADMIN” for Non-ARRA Admin 



• Later morning process for FCR vouchers:  



                Leave blank for both Sub-Recipient contracts and Administrative vouchers to 



process.  



• Special billing processes 



Choose SBCON or SBARA for ARRA or Non-ARRA Sub-Recipient Contracts 



Choose ARRA or ADMIN for administrative FCR vouchers 



c. Under Billing Options, change the Invoice Date to today’s date. The event date will fill in 



auto.  



d. Click Run, then OK.  Click on Process Monitor, then Details, then Message Log.  Scroll 



down to the bottom of the Message Log and note the Interface ID number (XXXX); 



you’ll need this number for the next step. Early Morning:  ARRA _________   ADMIN 



_________       Later: Combined  ___________  



5. BILLING → INTERFACE TRANSACTIONS → PROCESS BILLING INTERFACE (BIIF0001) 



a. Run Control ID  



b. Input the (XXXX) Interface ID number from the Message Log in the From Interface ID 



field in Step 4. 



Click Run.  Check box next to Billing Interface, then OK.  Check Process Monitor for a status of 
Success. 
 



6. REPORTING TOOLS → QUERY → QUERY VIEWER → Run ODOC_CASH_DRAW_QUERY_V5.  



a. Save as Excel as Unsorted and then Sorted in the following format: “MMDDYY Unsorted 



FCR or VLPAY” 



b. Sort and Sum as needed according to draw sources and programs. 
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c. Use GM Invoice numbers from DQ for Step #7.  From GM - ________ To GM -  



__________     



7. BILLING → MAINTAIN BILLS → CHANGE STATUS OF BILLS (BIIVCSTS) 



a. Run Control ID  



b. From Status of New to a Status of Ready and include the GM Invoice Numbers from Step 



#6.  



c. Click Run, then OK.  Check Message Log in Process Monitor to ensure it was run 



successfully. 



8. BILLING → GENERATE INVOICES → NON-CONSOLIDATED → FINALIZE AND PRINT INVOICES 



(BIJOB01) 



a. Run Control ID  



b. Input the GM Invoice Numbers from Step #6.  



c. Check the icon to the right of “Run” and confirm the invoices are in a “Ready” status.  



d. Click Run.  Check box next to Finalization & Print, Type: Web Format: PDF then OK.  



Check Message Log in Report Manager to ensure it was run successfully.   



After the billing processes are complete for the day:  



• Create deposit sheet for HP Allotment and FD Entry.  



• Draw federal Funds 
Each morning: 



• Create deposits in PSoft from the prior day billing processes so OST can approve deposit. 
Annotate deposit with deposit number.  



• After OST approves the deposits by e-mail, select the Batch Standard process and annotate BS 
on deposit so all will know the deposit is complete and should be posted overnight and cash 
available for sending claims to OSF for payment.  



• Enter deposit(s) and then voucher(s) in Allotment Cash and print HP claims for Stacie’s signature 
after cash has posted for a deposit.  



 
 
Exceptions:  



• Pending Contracts 
Run pricing for specific Project and then resume at Step #4 to push it through to the DQ.  



• Billing Limits Increased  
After billing limits are increased, begin at Step #4 and complete the billing processes.  



• Project missing Project Type  
After Project Type is added, begin at Step #4 and complete the billing processes.  



• Activity not attached to a Contract 
Run pricing for specific Contract and resume Step #4 in billing to push it through to the DQ.  



• Voucher manually pushed when there are unresolved OLT billing issues: 
Begin at Step #4 and vouchers should be picked up without running Pricing.  



• Contract set up for Project with incorrect Activity: 
Correct activity and run pricing and then resume Step #4.  



• Negative Advance Payment Request 



• Contract with no billing limits 
After billing limits are added, begin at Step #3 and complete the billing processes. 
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Drawing Federal Funds 
After billing is ran the draw queries will be separated into the different programs that are needing to be 



drawn: 



• CDBG and ESG will be drawn from IDIS 



• CDBGDR will be drawn from DRGR (same log in different profile) 



o CDBG, ESG and CDBGDR will all have to go to Allison for approval, place draw in 



folder and give to Allison or Stacie if Allison is gone. 



• DOE, SEP and EDA will be drawn from ASAP (EDA draw will be given by Stacie) 



• CSBG and HS will be drawn from PMS 



 



CDBG and ESG Draws 
• Sign into IDIS (choose IDIS profile) 



 
• Click Funding/Drawdown on top ribbon 



 



 
• Click Create Voucher on right hand side of screen 



• Insert Activity numbers listed on Draw Query, each activity needs to be in a separate box 



o CDBG and ESG will need to be drawn separately 
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• Enter amounts on draw query for each of the activities listed 



 
• Verify amounts and that total amount drawn matches Query, click generate voucher  



 
• Print finalized draw screen and attach the Query 
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CDBGDR Draws 
• Sign into IDIS/DRGR  



• Sign into DRGR using same credentials for IDIS 



• Choose which grant you would like to draw from.  



 
• Click the triangle next to the dollar sign.  Choose Create Voucher 



 
• In middle of page choose Add More Activities button 
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• Click search  



• Find activity associated with contract # drawing for 



• Refer to excel spread sheet sent from Community Development which should have contract 



numbers and which Activity and Round it is associated with. 



•  Check box next to activity under Select Program Funds column  



o Once all activities for draw are checked, click on Add Selected Activities to Voucher 



button at bottom of page 



 
• Verify you have all needed activities with correct Round (R12, R9 etc.) click continue 



• Enter amounts for each activity and choose Submit Voucher at bottom of page 
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• Verify amounts and click Confirm Voucher.  Print voucher and place draw in folder and give 



to Allison or Stacie for approval. 
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DOE, SEP and EDA Draws 
• Sign into ASAP 



• On top ribbon hover over Payment Requests and Choose Initiate Payment Request from 



drop down menu 



 
 



• Fill out step 1; Payment Request Type is Summary for DOE and SEP, Individual for EDA.  



Payment method is always ACH, Settlement Date is next business day, and Requestor Ref 



Number is todays date and program drawing. 



 
 



• Choose Region (1320001 for EDA, 8900000104 for DOE and SEP) 
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• Refer to account ID on Draw query to make sure you are drawing from correct account



 
 



• Click continue button and review amounts and accounts, submit and print confirmation and 



attach to draw query (step 4) 



 



CSBG, DOL and HS Draws 
• Log on to PMS, on first screen choose Enter Payment Management System button 



• On right side of screen choose Payment, then Request for Payment 



• Account number for CSBG is V741B, DOL is B6498B1 for HS it is 0A02P, type account number 



and click Account button 
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• Update and information necessary and enter Payment date as next business day, amount 



you are drawing, 0 for Cash on Hand, then re-enter total amount drawing.  Click Continue 



button 
 



 



 
 



 



 



 



 



 



 



 



• Choose which Sub Accounts to draw from according to Draw Query, click on SubAmount 



button 
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• Enter corresponding amounts and click Request_Payment Button



 
• Print Draw and attach to Draw Query 
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Federal Payment Requests 
 



• Log in to OKGrants 



 



• Click on My Tasks 



 



• If the Document Type is ODOC Advance, click on the document Name.  This will take you to the 



request for payment. 



• Click on View Forms and then Request for Payment. 



• Confirm the Contract, Grantee, remaining balance, and that the request falls within the contract 



period with HP Allotment. 



• Type in the set key in the Comments Form (ODOC Only) section.   



• Click on View Status Options 



 



 



• Click Apply Status to the appropriate status option 
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• The In Review status would be selected if changes needed to be made and the Advance 



Approved status would be selected if the request meets all the requirements and is available to 



process further. 
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Running a Load File in OK Grants 
 



To run the report in OK Grants, follow the below steps. 



1. Log in to OK Grants with the role that has permission to run the load report. 



2. Under My Reports, select the PeopleSoft load report. 



3. Once the report is selected, the user will see the following screen. 



4. The user will select Send/Receive in the upper right-hand corner and select View Activity 



Log to retrieve the file.  



 



5. Select View to retrieve the load file. The most recent load report will always be at the 



top of the list. 
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6. Click for file download options and Save it.  The file name can be up 128 characters. 



NOTE: To view the data, open in Notepad, Textpad, etc. If the file is opened and saved 



prior to loading into PeopleSoft, the formatting will change, and your file will not run 



properly.  



 



7. When a file is successfully created, the records in the file will be displayed in Contents. 



NOTE: If records are missing, review the status of the record. Only records in a certain 



status will be included in the load report. Zero-dollar transactions will not be passed to 



PeopleSoft. Negative amounts can be included in a report.  



 



 



 



 



 



Loading a File to the Voucher Staging Tables   



1. Log into PeopleSoft.  



2. Select the following, CORE Interfaces > Inbound > Voucher File Load  
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3. Enter a Run Control ID.  



a. If the user is new, select Add a New Value tab  



b. Add a New Value page appears  



c. Enter run control ID. The Run Control ID you set up can include up to 30 



characters.  



d. Select Add a New Value page  



4. On the Find an Existing Value page, enter the previously created Run Control ID. It 



should appear in the search results.  



5. Once the correct Run ID has been selected, select CORE Interfaces > Inbound > Load 



Voucher from Remote (747).  



6. The language in the Message section provides instructions on the steps to load a file. 



7. Use File Layout Used OCP0747_R00_LAYOUT1.



 
8. Select ADD. 



9. On the following screen, select Browse to find the file to upload. 



10. Select the file and Open. 
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11. The file will populate in the field.  Select Upload.  The file name will appear. 



 
12. Select the Run Button in the upper right-hand corner. 



 
13. The Process Scheduler Request page will appear.  



14. Select Edit Voucher load file. Leave Type and Format None. 



15. Select OK to return to the main screen. 



16. Select Process Monitor.  The status of the file can be viewed under Run Status.  Select 



Refresh to update the Run Status. 



122











 



17. To view current load, select the Blue link under Process Name. 



 
18. Select the file with AP2 in the name to review errors. 



 
19. Select View Log/Trace. 
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20. View the VCHR Exceptions and VCHR PO Exception spreadsheets for errors.  Note:  If 



there is an error with any record, the file will not load. 



 
21. Navigate back to the Voucher File Load link.  From the ViewLog/Trace, select 



Return>OK>Return>Go back to Voucher File Load 



22. Review the message. 



23. Select Run.  Select Edit/Load Vouchers with BJ in the process name.  The settings should 



be set to the same as Edit Vouchers.  Select OK.  The main screen will appear. 



 
24. Select Process Monitor.  The status of the file can be viewed under Run Status.  Select 



Refresh to update the Run Status. 



25. Follow the same steps as with the Edit voucher. 



a. Select the blue link under Process name for the Instance to review. 



124











 



 
b. Select the record with AP2. 



 
c. Select View Log/Trace. 
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26. View the VCHR Exceptions and VCHR PO Exception spreadsheets for errors.  Note:  If 



there is an error with any record, the file will not load. 



 
27. If errors have occurred, correct the errors in OKGrants, rerun the PeopleSoft load report 



and begin the process again.  Delete the file with errors prior to rerunning. 



28. Once all errors have been eliminated, build the voucher. 



29. In Voucher Build select Custom Interfaces. 
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Update of OK GRANTS after completion of payment 



1. After the file has been successfully loaded, processed and paid a return file will be 



generated and populated on the PeopleSoft Transaction Form in OK Grants. The status 



will change in OK Grants to denote that it has been paid. 
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Use of Program Income 
Look up ED or CD invested cash balance to determine if invested cash balance can be used (1-8-8).  If 



enough invested cash, look at OK Grants Executed Applications to ensure the Class Fund is 45500. If it is 



40500, change to 45500.  



1.  IDIS Spreadsheet 



  Input data and print copy to be placed in folder, spreadsheet is in S: Drive under HUD program income 



2.  Fund in Allotment 



Screen 3 > 4 



  Find Fund 455 



Screen 2 (Create Allotment Deposit) 



  Enter Deposit # from the IDIS Spreadsheet (example 20130019) 



  Enter todays date 



  Enter Description:  Contractor Name, Contract #, Request # 



  Enter amount from IDIS Spreadsheet 



  Enter "UR" 



Screen 3 > F8 > E (Transfers) 



  Enter todays date 



  Enter 455 set key (Example: QDW for CDBG 16/FY17, QIR for ED 87/FY 17) 



  Enter amount 



  Enter Description:  Deposit # from above 



  Enter "U" 



Write allotment deposit # and transfer # on payment request 



Make 2 copies (original goes to whomever is running OKGrants, 1 copy with draw to Allison, and 1 copy 



w/ IDIS Spreadsheet) 



Fund a line in contract for 455 on the Requisition 



3.  Log into IDIS 



Go to Funding/Drawdown, click "Search" under Receipt 



  From the IDIS Spreadsheet, Enter Current FY Receipt # (For example, FY 17 = 5198162) 



  Select "Edit" 



  Adjust Amount to add amount requested from contractor 
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  Click "Save" 



Go to Activity Funding under Funding/Drawdown and search for Activity # from request 



  Select "Add-Edit" for Fund Type "SF" enter amnt of request and reduce the EN Fund Type by the same 



amount so the amount funded does not exceed the contract.  



  Click "Save" 



Go to Create Voucher 



  Enter Activity # from request  



  Click "Continue" 



  Enter amount from request using the SF funding line on the voucher 



  Click "Confirm Voucher" 



  Select Submission Date 



  Click "Generate Voucher" 



  Print screen 



4.  Record Journal Entry 



Screen 1 > 1> 7 



  Enter set key from transfer 



  Enter transaction date (today's date) 



  Enter "u;8" 



 



 



Journal Entries:  



CD Invested Cash  



For CD 96 Contract with Invested Cash Balance (use current CD 96 set key) 



 Journal Entry  DR  CR 



101012-0000    XXXX  CD 96 



101010-0000  XXXX    CD 96 



 To Un-invest cash for CD 96 for (Payment Request #) 



For CDBG Contract using CD Invested Cash funds for Payment Request 



(use current CD 96 set key) 
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101012-0000    XXXX  CD 96 



101010-0000  XXXX    CD 96 



101010-0000    XXXX  CD 96 



431042-0000  XXXX    CD 96 



To Un-Invest Cash from CD 96 and move to CDBG/YR for (Payment Request #) 



(use current 455 set key set up for CDBG XX) 



101010-0000  XXXX    CDBG XX 



431042-0000    XXXX  CDBG XX 



To record Cash moved from CD 96 to CDBG XX for (Payment Request #)  



ED Invested Cash 



For ED 87 Contract with Invested Cash Balance (use current ED 86 set key) 



 Journal Entry  DR  CR 



101012-0000    XXXX  ED 87 



101010-0000  XXXX    ED 87 



 To Un-invest cash for ED 87 for (Payment Request #) 



 



For CDBG Contract using ED Invested Cash funds for Payment Request 



(use current ED 87 set key) 



101012-0000    XXXX  ED 87 



101010-0000  XXXX    ED 87 



101010-0000    XXXX  ED 87 



431040-0000  XXXX    ED 87 



To Un-Invest Cash from ED 87 and move to CDBG/YR for (Payment Request #) 



(use current 455 set key set up for CDBG XX) 



101010-0000  XXXX    CDBG XX 



431040-0000    XXXX  CDBG XX 



To record Cash moved from ED 87 for (Payment Request #) 
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Sharmin Rahman 



Auditor I 
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Maintain Cash Disbursement Journal 
 



NAVIGATION 



 In HP: 



 01 Fiscal Operations Menu 



 01 General Ledger Submenu 



 04 Cash Disbursements 



 



DESCRIPTION 



Enter the Set Key in Field 01, “C” and the claim number in field 03, the Requisition number in field 05, 



and the date the claim was sent to OMES in field 06.   



Note:  If the batch date is outside the contract period, a warning message will appear at the 



bottom of the screen: 
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 The following entries are made into the Disbursement Journal: 



1) Grantee Claims 



Debit:  Grantee Commitment 



Credit:  Cash 



 



2) Purchase Request/Invoice Claims 



Debit:  Expense (applicable account) 



Commitment/ODOC Admin 



Credit:  Cash 



Deferred Charges/ODOC Admin 



 



3) Travel Claims 



Debit:  Travel 



Commitment/ODOC Admin 



Credit:  Cash 



Deferred Charges/ODOC Admin 



 



4) Payroll Claims 



Debit:  Salaries/Fringe 



Commitment/ODOC Admin 



Credit:  Cash 



Deferred Charges/ODOC Admin 



 



Forward claim/voucher package, with batch number and date of entry noted to Allison for verifying and 



posting. 



 



Allison initials document and all claim/voucher packages (except payroll) are placed in the Pending Claim 



File. 



The payroll spreadsheet is filed in the Misc. Accounting Entries folder in the Central Files.   
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Closeout Procedures 
Receive an email notification in your Outlook inbox that a closeout is in Accounting Review in OKGrants.  



The email will contain the document name.   



Log on to OKGrants 



 The login screen is at https://grants.ok.gov/login2.aspx?APPTHEME=OKOSF_ODOC 



Click on OPEN MY TASKS Under My Tasks on the OKGrants home screen. 



Find the Document Name from the email.  It will have a status of Closeout Accounting Review.  Click on 



the Document Name to navigate to the ODOC Application Menu. 



Click on VIEW FORMS under View, Edit and Complete Forms. 



Scroll down to the Closeout section on the Forms Screen.  You will click on Closeout Certification Page or 



One-page Closeout depending on which type of closeout was approved.   



This will take you to the detailed Closeout Certification Page or One-page Closeout where you will click 



on the PRINT VERSION box at the top of the page and print the document.  If the program year and 



contract number are not displayed on the closeout form, you can find these numbers by navigating back 



to the Forms Menu.  Click on the ODOC #’S (ODOC ONLY) link in the Application section and notate the 



information on the top of the printed copy of closeout. 



You will need to run a Daily Subsidiary Ledger from HP FD Reports to compare contract activity.  From 



the HP 3000 home screen, navigate as follows: 



5 (Report Functions) 



ENTER 



3 (Sub-Set Report Selection) You will have to enter your password if this is your first time to run reports 



from the time you logged in. 



ENTER 



The cursor will be in the Program field so type the program (e.g., CDBG) 



ENTER 



Type the 2- digit program year (e.g., 17) 



ENTER 



Type the contract number 



ENTER 



The Contractor number and name will populate field 3.  Type // and ENTER to move the cursor back to 



the action field.  Type UR. 



ENTER 
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ENTER to number 12 Daily Subsidiary Ledger.  Type Y then ENTER or // to get to the action field at the 



top of the screen. 



Type “go” 



ENTER 



The report will print on the HP greenbar printer in Operational Logistics.  



Compare the printed closeout from OKGrants to the Daily Subsidiary Ledger from HP.  I. A. Total cash 



received under the contract should match cumulative cash advances on the subsidiary ledger.  I.B. Total 



accrued Expenditures should match cumulative expenses on the subsidiary ledger.  If there is any cash 



on hand to be refunded to ODOC that will be reflected on I.C and should either be in the process of 



being sent to ODOC or already received and reflected on the subsidiary ledger.   



NOTE:  The closeout cannot be approved until any cash on hand refund has been fully processed.   



If OKGrants and HP amounts agree, navigate to the ODOC Application Menu and click on VIEW STATUS 



OPTIONS under Change the Status.  Click on APPLY STATUS under Grant Closed.  An email confirming the 



contract was closed will be sent.  Attach this email to the printed closeout.  Initial and date page one of 



the closeout.  If the full amount of the contract was not spent and there is an amount to de-obligate, 



write this amount on the front of the closeout. 



If the amounts do not agree between OKGrants and HP, Click on Modification Comments in the Closeout 



section of the Forms page and write a note indicating any corrections that need to be made and click 



SAVE. Navigate to the ODOC Application Menu and click on VIEW STATUS OPTIONS under Change the 



Status.  Click on APPLY STATUS under Closeout Report in Review. 



CLOSING OUT THE CONTRACT IN HP 



Allotment 



From the HP3000 Home Page, navigate to 03 (Allotment System) then 11 (Pass-Thru Contracts).  Type F 



in the Action field at the top of the screen.  The cursor will appear in field 12 ODOC Pass thru Contract #.  



Type the contract number from the closeout.  ENTER.   



If the entire contract was expended, the amounts in the TOTAL, FUNDED, and PAID fields will be equal.  



Type 11 in the Action field to go to 11 Pymt Complete.  Type the date you approved the closeout.  ENTER 



key. Type CLOSEOUT. ENTER key. 



If the TOTAL, FUNDED, and PAID amounts are not equal because the contract will be de-obligated you 



will not be able to enter a date in 11 Pymt Complete until the amounts are all the same.  The message 



“Total cost must equal total funded prior to completion of Req” will appear at the bottom of the screen 



when you type the date and ENTER.  Navigate to 15 Detail Funding and find the item number that has a 



Total Cost that does not match the Funded and Paid amounts.  Reduce this number to the Funded and 



Paid amounts.   Navigate back to the PTHEADER screen.  Type 11 in the Action field to go to 11 Pymt 



Complete.  Type the date you approved the closeout.  ENTER key. Type CLOSEOUT. ENTER key.  Write 



the set key under the de-obligated amount on the front of the closeout certification page.  This will be 



used when entering the FD batch to reduce the obligation. 
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Contract Tracking System 



From the HP3000 Home Page, navigate to 02 (Contract Tracking System) then 01 (Contract Tracking). 



If the end date of the contract is later than the closeout date, navigate to 02 Active contracts.  Find the 



contract by entering F in the Action field, then enter.  The cursor will appear in 01 Contract # field where 



you will type the contract number, then ENTER key.   Type the date the closeout was approved in field 



12 CLOSEOUT ACCEPTED.  If the contract needs to be de-obligated reduce the amount in field 08 



FEDERAL or 09 STATE to match the closeout amount.  Navigate to field 14 LAST CHANGE and type 



“CLOSEOUT ACCEPTED.”  If the contract was de-obligated, include the amount of the de-obligation. 



If the end date of the contract is before the closeout date, navigate to 03 Inactive contracts.  Find the 



contract by entering F in the Action field, then enter.  The cursor will appear in 01 Contract # field where 



you will type the contract number, then ENTER key.   Type the date the closeout was approved in field 



12 CLOSEOUT ACCEPTED.  If the contract needs to be de-obligated reduce the amount in field 08 



FEDERAL or 09 STATE to match the closeout amount.  Navigate to field 15 LAST CHANGE and type 



“CLOSEOUT ACCEPTED.”  If the contract was de-obligated, include the amount of the de-obligation. 



Budget Maintenance 



The budget will need to be adjusted if the contract was de-obligated. 



From the HP3000 Home Page, navigate to 01 (Fiscal Operations Menu) then 04 (Budget Maintenance). 



Type the Program (e.g., CDBG), then ENTER key. 



Type the Year (e.g., 17), then ENTER key. 



The Budget Entry fields will appear.  Type F in the Action field and then the ENTER key.  Hit ENTER until 



the cursor is in the Contract field.  Type the contract number and hit ENTER.   



Change the Budget Amt for Activity Code SUBGRANTEE EXPENSES to the amount that was expensed on 



the Closeout Certification page on OKGrants.   



Routing 



If the contract needs to be de-obligated, forward the Closeout Certification pages, the confirmation 



email, and the Daily Subsidiary Leger to the accountant that creates the batches in HP FD.  This is 



currently Jill Croom.  After the batch has been created, it is verified and posted by Allison Bixler. 



 Batches for de-obligating a contract: 



 STATE 



  213111-0000 (Grantee Commitment) xxxx 



   103061-0000 (Deferred Charges/Grantees) xxxx 



 FEDERAL 



  211111-0000 (Grantee Commitment) xxxx 



   101061-0000 (Deferred Charges/Grantees) xxxx 



138











 



The closeout package will be returned to you after the batch has been verified.  Once the batch has 



been posted, re-run the Daily Subsidiary Ledger.  The Obligation amount should now match the total 



amount advanced and the total amount expended and there will be no remaining balance on the 



contract.  



Staple the Closeout Certification pages, the confirmation email from OKGrants, and the Daily Subsidiary 



Ledger together.  



Forward all documents to the Grant Accountant.  This is currently Amanda Campbell. 



Funds Returned After Closeout 
Situations will arise where cash on hand, disallowed costs, or a monitoring disallowance may be 



discovered after the closeout is accepted and processed.  Community Development Services will push 



the closeout back from Grant Closed to an open status in OKGrants so that the contractor may re-submit 



the closeout with the appropriate changes.  A negative pay request and a negative expenditure report 



will be initiated in OKGrants as well.  The revised closeout will then follow the procedures described 



above. 
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Managing Program Income for CDBGDR 
Circumstances may arise where subrecipients who have received CDBGDR funds will need to return 



program income earned to ODOC.  The funds will be deposited to the Agency’s clearing account.  A 



determination will be made on which class fund the funds need to be transferred to based on the next 



CDBGDR expenditures to be disbursed.   



 



PeopleSoft Deposit Transfer 
 



Transfer the funds from the clearing account to the appropriate fund by using the following navigation: 



Accounts Receivable → Payments → Online Payments → Deposit Transfers 



 



 



Complete the lines on the Payment Misc Dst tab.  The amount on the clearing account revenue line will 



be positive and the amount on the CDBGDR revenue line will be negative. Click Save.  A deposit number 



will be assigned. 
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Finalize the deposit by clicking on the lightning bolt to create the cash lines then budget check the 



deposit.  A budget status of Valid should appear when the process has completed.   



 



Depositing Funds in HP 
 



Allotment Deposit Entry 



From the HP3000 home screen, navigate to 03 Allotment System, then 04 Fund – Cash Management and 



type F.  Type the 3 digit fund number and create the deposit in 02 Fundtotdeposits.  Transfer the fund to 



a set key in 03 Transfers. 



 



FD Deposit Entry 



From the HP3000 home screen, navigate to 01 Fiscal Operations Menu, 01 General Ledger Submenu, 



and 04 Cash Disbursements.  Create the batch using the following account entry: 



 101010-0000 (Cash) xxxx 



  431040-0000 (Income From Program Source) xxxx 



 



DRGR Procedures for Managing Program Income (From DRGR User Manual) 
 



5.2.5 Managing Program Income 



If a grantee generates Program Income (PI), they must track program income sources and uses in DRGR. 



141











 



Grantees should consult with their CPD Representative regarding what constitutes “Program Income” 



and if certain thresholds exist for reporting purposes (i.e. if cumulative annual receipts are less than 



$25,000, the grantee may not be required to report Program Income). 



 



Program Income is managed in DRGR by: 



➢ DRGR users with Request Drawdown or Approve Drawdown roles. 
➢ Budgeting Program Income at the Action Plan, Project, and Activity Level (See Section 4 of DRGR 



User Manual: ActionPlan for more information); 
➢ Creating Program Income Receipts (typically against the activity that generated the PI) – see 



Section 5.2.5.1 for more information); 



➢ Drawing Program Income on Vouchers (against the activity that expended the PI) – see Section 
5.2.3 for more information; and 



➢ Optional: Creating Program Income Accounts and RLF Accounts see Section 5.2.5.4. 
 



5.2.5.1 Procedure: Creating Receipts 



 



In general, Program Income is usually receipted against the activity that generated it. All Program 



Income receipts must be entered into DRGR, including when: 



➢ The grantee or any subgrantees or subrecipients generate program income; and 
➢ Subrecipients or subgrantees are allowed to retain program income generated and offset future 
program funds reimbursement requests. For example, if a subrecipient generated $10,000 of 



Program Income, and has eligible expenditures totaling $50,000, the subrecipient would submit 



a reimbursement request for $40,000 of Program Funds. In this scenario, the grantee must 



create a PI Receipt for $10,000, and create a Voucher with two line items: one line item to draw 



$10,000 in Program Income, and another line item to draw the $40,000 in Program Funds. 



 



To Create a PI Receipt: 



 



1. Following login and acceptance of the “Disclaimer,” click the <Drawdown> link in the navigation bar. 



2. Click the <Create Receipt> link in the left navigation column. 



➢ The “Create Receipt” screen is displayed. 
3. Select the ‘Grant Number’. The screen will refresh and the Activity dropdown menu activates. 
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4. Select the ‘Activity Number’ that generated the program income. 



5. Enter a ‘Receipt #’. 



6. Enter the ‘Amount’ of the Program Income that was generated. 



7. Enter the ‘Receipt Date’. 



Note: the receipt date defaults to today’s date. Any date prior to today’s date will create an 



automatically-generated email to the grantee’s CPD Representative. 



8. Optional but Recommended: Enter a comment (i.e. Sold 123 Main St. for $100,000) for tracking and 



recordkeeping purposes. 



9. The Receipt Status defaults to Open. 



➢ Grantees can change the status to ‘Cancelled’ after the receipt is created (see Section 5.2.5.2). 
10. Click <Save Receipt>. 



➢ This action saves the receipt and opens the “Search/Edit Receipt Page”. 
 



Note: in addition to the procedure described above, grantees can use DRGR upload functionality to 



create a PI Receipt. For more information see Section 9 – Data Uploads. 



 



5.2.5.2 Procedure: Search and Edit Receipts 



To search for a receipt, follow the steps below: 



1. Following login and acceptance of the “Disclaimer,” click <Drawdown> link in the navigation bar. 



2. Click <Search/Edit Receipts> link in the left navigation. 



➢ This action opens the “Search for Receipts” screen 
3. Enter one or more search criteria (Grant #, Activity #, Program Income Account Name, Grantee 



Receipt #, Project #, Earliest Receipt Date and Receipt Status), or leave search fields blank. 



4. Click <Search>. 



➢ This action causes the “Search for Receipts” screen to refresh with the search results 
appearing in a table below. If more than ten results match the search criteria, 



the first ten results are listed. Additional results can be viewed by clicking a page link below 



the table. 



➢ Each table row is a Program Income receipt. The grantee receipt number for the associated 
voucher appears in the first table column. The receipt’s program income account appears 



as a separate column in the table. 
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5. To edit a receipt, click the <Edit> link on the right of the screen next to the PI receipt. 



➢ This action opens the “Edit Receipt Screen”. 
➢ The grantee can edit every field on this screen. However, certain rules will prevent the user 



from saving the edits. For example, a grantee cannot reduce or cancel the receipt if some or 



all of the Program Income has been drawn on a voucher. 



6. To save edits click the <Save Receipt> button. DRGR will return the user to the “Search/Edit Receipt 



Page”. 



 



5.2.5.3 Procedure: Associating Receipts 



Associating receipts is an optional DRGR function and is used for limited purposes. 



 



Grantees can associate two or more PI receipts for tracking purposes. Associating receipts is typically 



performed when one PI receipt is split among two or more activities in separate Program Income 



Accounts (see Section 5.2.5.4 for more information about PI Accounts). 



 



One situation that would lend itself to associating PI receipts is when a subrecipient is allowed to retain 



90% of Program Income generated, with the remaining 10% being used for the Grantee’s Administrative 



purposes. In this example, a PI receipt for 90% of the funds would be created for the activity that 



generated Program Income and a receipt for 10% of the PI funds would be created for the Grantee 



administration activity. The two receipts would then be ‘associated’, using the process described below. 



1. Follow steps 1-5 in Section 5.2.5.2 to search for a PI receipt to associate. 



➢ The conclusion of these steps will open the “Edit Receipt” page. 
2. Click the <Associate New> button 



➢ This action opens the “Search/Associate Receipts” page. 
3. Users search for Receipts using one or more search criteria, or by leaving the search fields blank. 



➢ This action will show search results on the “Associate Receipts” page where users can select 
one or more PI receipts to associate with the receipt being edited. 



4. After selection of the receipts to associate using the checkboxes on the left side of the receipts, 



select the <Save Association> button. 



➢ This action opens the “Edit Receipt” page with a message confirming the 
association and the associated receipts displayed. 
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➢ The associated receipts will also be shown on the “View Receipt” page, which 
is accessed using steps 1-4 in Section 5.2.5.2 and selecting the <View> link. 



5. Associated receipts may be ‘deassociated’ by selecting the receipts using the checkboxes and 



clicking the <Deassociate Selected> button; additional receipts may be associated using the 



<Associate New> button. 



 



5.2.5.4 Program Income Accounts Overview 



Program Income Accounts are used to “wall off” program income generated by Responsible 



Organizations. Program Income Accounts are created by grantees to identify activities under funding 



agreements with Responsible Organizations that allow these organizations to retain and use PI on their 



activities. 



For example, if a state allows local governments to retain program income for use on their own 



activities, they would set up a PI Account for each of these local governments and assign activities 



accordingly. These local governments would need to disburse PI for these activities before requesting 



additional Program Funds from the state and notify the state of the transaction so it can be recorded in 



DRGR. 



Program Income Accounts are established by Responsible Organization. Program Income Accounts 



typically include all the activities associated with the Responsible Organization, and may include 



different Activity Types. 



Note: Program Income Accounts are optional in DRGR. For example, a state may require all PI to be 



returned from local governments back to the state. It is important to remember that PI accounts do not 



need to be set up if local governments or subrecipients are not allowed to retain their PI. 



Program Income generated by an activity in a PI Account can only be used for itself or other activities in 



the same PI Account. Any activities that are not assigned to a PI Account will remain in a ‘General PI 



Account’. Regardless of whether an activity is assigned to a grantee-created PI Account or whether the 



activity is in the General PI Account (unassigned), DRGR requires all PI received in each PI 



Account/General Account to be used before Program Funds are used. 



 



5.2.5.5 Procedure: Adding Program Income Accounts 
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1. Following login and acceptance of the “Disclaimer,” click the <Drawdown> link in the navigation bar. 



2. Click <Add PI Account> link  in the left navigation. 



➢ This action opens the “Add Program Income Account” screen. 
3. Select a ‘Grant Number’ using the drop down menu. 



➢ This action refreshes the “Add Program Income Account” page with ‘Available Responsible 
Organizations’ for the selected grant. 



4. Enter a name for the Program Income Account 



5. Assign Responsible Organization(s) listed in the ‘Available Responsible Organizations’ field using the 



<Assign Org> button. 



➢ Remove RO(s) from the ‘Selected Responsible Organizations’ field using the <Remove Org> 
button. 



6. Activities for the selected RO(s) can now be assigned to the Program Income Account using the 



<Assign Activity> button (or removed once selected using the <Remove Activity> button). 



7. Once all selections are made, click <Save> to save the Program Income Account. 



8. Repeat steps 1-7 to add additional Program Income Accounts, as desired. 



 



5.2.5.6 Procedure: Search/Edit Program Income Account 



1. Following login and acceptance of the “Disclaimer,” click the <Drawdown> link in the navigation bar. 



2. Click the <Search/Edit PI Account> link in the left navigation. 



➢ This action opens the “Search for Program Income Accounts” page. 
3. Enter one or more search criteria (Grant #, Program Income Account Name, Activity #), or leave all 



search fields blank. 



4. Click <Search>. 



➢ This action refreshes the “Search for Program Income Accounts” screen, with the search results 
displayed. If more than ten results match the search criteria, the first ten results are listed. 



Additional results can be viewed by clicking a page link below the table. 



➢ By default, all receipts start in the General Account. When a user creates a Program Income 
Account and adds a receipt, it is added to the created Program Income Account. 
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Appendix B:  Sample Documents 
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Name:
Contact:



Vendor



Federal Citation:
Summary:



Justification
Reason for Purchase: Federal Citation:



Summary:



Justification
Reason for Purchase:



Signatures
Financial: Division:



Justification
Reason for Purchase: Federal Citation:



Summary:
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Appendix C:  Chart of Accounts 
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ACCOUNT_NR ACTIVITY_CODE ACCOUNT_SUB DESCRIPTION



0000000000 000000 0000



0055550000 005555 0000 ADMIN/OTHER



1010100000 101010 0000 CASH



1010120000 101012 0000 INVESTED CASH



1010130000 101013 0000 CASH/REPAYMENTS



1010200000 101020 0000 INVENTORY ALLOCATION



1010300000 101030 0000 ADVANCE ON GRANT



1010400000 101040 0000 GRANTS RECEIVABLE



1010410000 101041 0000 GRANT RECEIVABLE/PVE-EXXON



1010500000 101050 0000 ACCOUNTS RECEIVABLE



1010501000 101050 1000 ACCOUNTS RECEIVABLE/OTHER



1010510000 101051 0000 ACCTS. REC./FUND 465



1010520000 101052 0000 ACCTS. REC./FUND 482



1010530000 101053 0000 ACCOUNTS RECEIVABLE/PRINCIPAL



1010540000 101054 0000 ACCOUNTS RECEIVABLE/INTEREST



1010550000 101055 0000 ACCT.REC./UNCOLL. PRINCIPAL



1010560000 101056 0000 ACCT.REC./UNCOLL. INTEREST



1010570000 101057 0000 ACCT. REC./ORIGINATION FEE



1010600000 101060 0000 DEFERRED CHARGES/ODOC ADMIN.



1010600001 101060 0001 DEFERRED CHARGES/HUD-T/TA



1010600002 101060 0002 DEFERRED CHARGES/PLANNING



1010600012 101060 0012 DEFERED CHARGES/ QA



1010600025 101060 0025 DEFERRED CHARGES/WDW 25% RR



1010601000 101060 1000 DEFERRED CHARGES/DOE ADMIN



1010601015 101060 1015 DEFERRED CHARGES/ADMIN SW



1010602000 101060 2000 DEFERRED CHARGES/ DOE TA



1010602015 101060 2015 DEFERRED CHARGES/PROGRAM SW



1010603000 101060 3000 DOE/ENERGY AUDIT



1010604000 101060 4000 DEF.CHGS/HHS-DISCRETIONARY



1010610000 101061 0000 DEFERRED CHARGES/GRANTEES



1010610001 101061 0001 DEF.CHGS/GRANTEE-CDBG T/A



1010610002 101061 0002 DEF.CHGS/GRANTEE-CDBG-CIP



1010610003 101061 0003 DEF.CHGS/GRANTEE-CDBG-HOME



1010610004 101061 0004 DEF.CHGS/GRANTEE-CDBG-TELE



1010610005 101061 0005 DEF.CHGS/GRANTEE-HOME-CAA



1010610006 101061 0006 DEF.CHGS/GRANTEE-ECEZ



1010610007 101061 0007 DEF.CHGS/GRANTEE-CDBG-SC



1010610008 101061 0008 DEF.CHGS/GRANTEE-CDBG-CBDO



1010610009 101061 0009 DEF.CHGS/GRANTEE-CDBG-CC



1010612000 101061 2000 DEFERRED CHARGES - T/TA



1010614000 101061 4000 DEF.CHGS/HHS-DISCRETIONARY



1010620000 101062 0000 DEFERRED CHARGES/CASH



1010630000 101063 0000 DEFERRED CHARGES/IN-KIND



1010640000 101064 0000 DEFERRED CHARGES/RR (DURA)



1010700000 101070 0000 CONTRIBUTIONS REC./CASH



1010710000 101071 0000 CONTRIBUTIONS REC./IN-KIND
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1010800000 101080 0000 PROPERTY



1010810000 101081 0000 ACCUMULATED DEP./PROPERTY



1020100000 102010 0000 CASH



1020200000 102020 0000 INVENTORY ALLOCATION



1020300000 102030 0000 ADVANCE ON GRANT



1020400000 102040 0000 GRANTS RECEIVABLE



1020500000 102050 0000 ACCOUNTS RECEIVABLE



1020510000 102051 0000 ACCTS. REC./FUND 465



1020520000 102052 0000 ACCTS. REC./FUND 482



1020600000 102060 0000 DEFERRED CHARGES/ODOC ADMIN.



1020610000 102061 0000 DEFERRED CHARGES/GRANTEES



1020620000 102062 0000 DEFERRED CHARGES/CASH



1020630000 102063 0000 DEFERRED CHARGES/IN-KIND



1020700000 102070 0000 CONTRIBUTIONS REC./CASH



1020710000 102071 0000 CONTRIBUTIONS REC./IN-KIND



1020800000 102080 0000 PROPERTY



1020810000 102081 0000 ACCUMULATED DEP./PROPERTY



1030100000 103010 0000 CASH



1030110000 103011 0000 FUNDS RETURNED TO GEN. REVENUE



1030120000 103012 0000 INVESTED CASH



1030200000 103020 0000 INVENTORY ALLOCATION



1030300000 103030 0000 ADVANCE ON GRANT



1030400000 103040 0000 GRANTS RECEIVABLE



1030500000 103050 0000 ACCOUNTS RECEIVABLE



1030510000 103051 0000 ACCTS. REC./FUND 465



1030520000 103052 0000 ACCTS. REC./FUND 482



1030530000 103053 0000 ACCOUNTS RECEIVABLE/PRINCIPAL



1030540000 103054 0000 ACCOUNTS RECEIVABLE/INTEREST



1030550000 103055 0000 DUE FROM OTHER PROGRAM



1030600000 103060 0000 DEFERRED CHARGES/ODOC ADMIN.



1030601000 103060 1000 DEFERRED CHARGES/ODOC ADMIN



1030610000 103061 0000 DEFERRED CHARGES/GRANTEES



1030620000 103062 0000 DEFERRED CHARGES/CASH



1030630000 103063 0000 DEFERRED CHARGES/IN-KIND



1030700000 103070 0000 CONTRIBUTIONS REC./CASH



1030710000 103071 0000 CONTRIBUTIONS REC./IN-KIND



1030800000 103080 0000 PROPERTY



1030801000 103080 1000 PROPERTY/PASS-THRU



1030810000 103081 0000 ACCUMULATED DEP./PROPERTY



1040100000 104010 0000 CASH



1040200000 104020 0000 INVENTORY ALLOCATION



1040300000 104030 0000 ADVANCE ON GRANT



1040400000 104040 0000 GRANTS RECEIVABLE



1040500000 104050 0000 ACCOUNTS RECEIVABLE



1040510000 104051 0000 ACCTS. REC./FUND 465



1040520000 104052 0000 ACCTS. REC./FUND 482



1040600000 104060 0000 DEFERRED CHARGES/ODOC ADMIN.
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1040610000 104061 0000 DEFERRED CHARGES/GRANTEES



1040620000 104062 0000 DEFERRED CHARGES/CASH



1040630000 104063 0000 DEFERRED CHARGES/IN-KIND



1040700000 104070 0000 CONTRIBUTIONS REC./CASH



1040710000 104071 0000 CONTRIBUTIONS REC./IN-KIND



1040800000 104080 0000 PROPERTY



1040810000 104081 0000 ACCUMULATED DEP./PROPERTY



1050100000 105010 0000 CASH



1050200000 105020 0000 INVENTORY ALLOCATION



1050300000 105030 0000 ADVANCE ON GRANT



1050400000 105040 0000 GRANT RECEIVABLE



1050500000 105050 0000 ACCOUNT RECEIVABLE



1050510000 105051 0000 ACCOUNTS RECEIVABLE/FUND 465



1050520000 105052 0000 ACCOUNTS RECEIVABLE/FUND 482



1050600000 105060 0000 DEFERRED CHARGES/ODOC ADMIN.



1050610000 105061 0000 DEFERRED CHARGES/GRANTEES



1050620000 105062 0000 DEFERRED CHARGES/CASH



1050630000 105063 0000 DEFERRED CHARGES/IN-KIND



1050650000 105065 0000 DEFERRED CHARGES-REV/ROLLOVER



1050660000 105066 0000 DEFERRED CHARGES-INTEREST



1050700000 105070 0000 CONTRIBUTIONS/RECEIVABLE-CASH



1050710000 105071 0000 CONTRIBUTIONS/REC.  IN-KIND



1050800000 105080 0000 PROPERTY



1050810000 105081 0000 ACCUM. DEPRECIATION/PROPETY



2111100000 211110 0000 COMMITMENT/ODOC ADMIN.



2111100001 211110 0001 COMMITMENT/HUD T/A



2111100002 211110 0002 COMMITMENT/HUD PLANNING



2111100012 211110 0012 COMMITMENT/QA



2111100025 211110 0025 COMMITMENT/WDW 25% RR



2111101000 211110 1000 COMMITMENT/DOE ADMIN



2111101015 211110 1015 COMMITMENT/ADMIN SW



2111102000 211110 2000 COMMITMENT/DOE TA



2111102015 211110 2015 COMMITMENT/PROGRAM SW



2111103000 211110 3000 COMMITMENT/DOE ENERGY AUDIT



2111104000 211110 4000 COMMITMENT/HHS-DISCRETIONARY



2111110000 211111 0000 GRANTEE COMMITMENT



2111110001 211111 0001 GRANTEE COMMITMENT/CDBG-T/A



2111110002 211111 0002 GRANTEE COMMITMENT/CDBG-CIP



2111110003 211111 0003 GRANTEE COMMITMENT/CDBG-HOME



2111110004 211111 0004 GRANTEE COMMITMENT/CDBG-TELE



2111110005 211111 0005 GRANTEE COMMITMENT/HOME-CAA



2111110006 211111 0006 GRANTEE COMMITMENT/CDBG-ECEZ



2111110007 211111 0007 GRANTEE COMMITMENT/CDBG-SC



2111110008 211111 0008 GRANTEE COMMITMENT/CDBG-CBDO



2111110009 211111 0009 GRANTEE COMMITMENT/CDBG-CC



2111112000 211111 2000 GRANTEE COMMITMENT - T/TA



2111114000 211111 4000 GRANTEE COMMIT/HHS-DISC.
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2111120000 211112 0000 GRANTEE COMMITMENT/CASH



2111130000 211113 0000 GRANTEE COMMITMENT/IN-KIND



2111140000 211114 0000 COMMITMENT/RR (DURA)



2111200000 211120 0000 ACCTS. PAY./FUND 443



2111210000 211121 0000 ACCTS. PAY./GRANTEE



2111220000 211122 0000 ACCTS. PAY./AUDIT



2111230000 211123 0000 ACCOUNTS PAYABLE



2111240000 211124 0000 ACCTS. PAY./FUND 450



2111250000 211125 0000 ACCTS. PAY./FUND 481



2111260000 211126 0000 DUE TO OTHER PROGRAM



2111300000 211130 0000 LEAVE PAYABLE



2111400000 211140 0000 GRANTS UNAPPLIED



2111410000 211141 0000 GRANT UNAPPLIED/PVE-EXXON



2111500000 211150 0000 DEF.CR.:CONT.UNAPP./CASH



2111510000 211151 0000 DEF.CR.:CONT.UNAPP./IN-KIND



2111600000 211160 0000 DEFERRED REVENUE/PRINCIPAL



2111610000 211161 0000 DEFERRED REVENUE/INTEREST



2111620000 211162 0000 DEF.REV./UNCOLL. PRINCIPAL



2111630000 211163 0000 DEF.REV./UNCOLL. INTEREST



2111640000 211164 0000 DEF. REVENUE/ORIGINATION FEE



2121100000 212110 0000 COMMITMENT/ODOC ADMIN.



2121110000 212111 0000 GRANTEE COMMITMENT



2121120000 212112 0000 GRANTEE COMMITMENT/CASH



2121130000 212113 0000 GRANTEE COMMITMENT/IN-KIND



2121200000 212120 0000 ACCTS. PAY./FUND 443



2121210000 212121 0000 ACCTS. PAY./GRANTEE



2121220000 212122 0000 ACCTS. PAY./AUDIT



2121230000 212123 0000 ACCOUNTS PAYABLE



2121240000 212124 0000 ACCTS. PAY./FUND 450



2121250000 212125 0000 ACCTS. PAY./FUND 481



2121300000 212130 0000 LEAVE PAYABLE



2121400000 212140 0000 GRANTS UNAPPLIED



2121500000 212150 0000 DEF.CR.:CONT.UNAPP./CASH



2121510000 212151 0000 DEF.CR.:CONT.UNAPP./IN-KIND



2131100000 213110 0000 COMMITMENT/ODOC ADMIN.



2131101000 213110 1000 COMMITMENT/ODOC ADMIN



2131110000 213111 0000 GRANTEE COMMITMENT



2131120000 213112 0000 GRANTEE COMMITMENT/CASH



2131130000 213113 0000 GRANTEE COMMITMENT/IN-KIND



2131200000 213120 0000 ACCTS. PAY./FUND 443



2131210000 213121 0000 ACCTS. PAY./GRANTEE



2131220000 213122 0000 ACCTS. PAY./AUDIT



2131230000 213123 0000 ACCOUNTS PAYABLE



2131230001 213123 0001 ACCOUNTS PAYABLE/COMPUTER



2131230002 213123 0002 ACCOUNTS PAYABLE/MAP COPIES



2131230003 213123 0003 ACCOUNTS PAYABLE/ODOC COPIES



2131230004 213123 0004 ACCOUNTS PAYABLE/POSTAGE
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2131230005 213123 0005 ACCOUNT PAYABLE/PERSONNEL



2131240000 213124 0000 ACCTS. PAY./FUND 450



2131250000 213125 0000 ACCTS. PAY./FUND 481



2131300000 213130 0000 LEAVE PAYABLE



2131400000 213140 0000 GRANTS UNAPPLIED



2131500000 213150 0000 DEF.CR.:CONT.UNAPP./CASH



2131510000 213151 0000 DEF.CR.:CONT.UNAPP./INKIND



2131600000 213160 0000 DEFERRED REVENUE/PRINCIPAL



2131610000 213161 0000 DEFERRED REVENUE/INTEREST



2141100000 214110 0000 COMMITMENT/ODOC ADMIN.



2141110000 214111 0000 GRANTEE COMMITMENT



2141120000 214112 0000 GRANTEE COMMITMENT/CASH



2141130000 214113 0000 GRANTEE COMMITMENT/IN-KIND



2141200000 214120 0000 ACCTS. PAY./FUND 443



2141210000 214121 0000 ACCTS. PAY./GRANTEE



2141220000 214122 0000 ACCTS. PAY./AUDIT



2141230000 214123 0000 ACCOUNTS PAYABLE



2141240000 214124 0000 ACCTS. PAY./FUND 450



2141250000 214125 0000 ACCTS. PAY./FUND 481



2141300000 214130 0000 LEAVE PAYABLE



2141400000 214140 0000 GRANTS UNAPPLIED



2141500000 214150 0000 DEF.CR.:CONT.UNAPP./CASH



2141510000 214151 0000 DEF.CR.:CONT.UNAPP./IN-KIND



2151100000 215110 0000 COMMITMENT/ODOC ADMIN.



2151110000 215111 0000 GRANTEE COMMITMENT



2151120000 215112 0000 GRANTEE COMMITMENT/CASH



2151130000 215113 0000 GRANTEE COMMITMENT/IN-KIND



2151200000 215120 0000 ACCOUNTS PAYABLE/FUND 443



2151210000 215121 0000 ACCOUNTS PAYABLE/GRANTEE



2151220000 215122 0000 ACCOUNTS PAYABLE/AUDIT



2151230000 215123 0000 ACCOUNTS PAYABLE



2151240000 215124 0000 ACCOUNTS PAYABLE/FUND 450



2151250000 215125 0000 ACCOUNTS PAYABLE/FUND 481



2151300000 215130 0000 LEAVE PAYABLE



2151400000 215140 0000 GRANT UNAPPLIED



2151500000 215150 0000 DEF.CR:CONT.UNAPP/CASH



2151510000 215151 0000 DEF.CR:CONT.UNAPP/IN-KIND



3210100000 321010 0000 RETAINED EARNINGS



3210200000 321020 0000 RESERVE FOR PROPERTY



3210300000 321030 0000 FUND BALANCE



3220100000 322010 0000 RETAINED EARNINGS



3220200000 322020 0000 RESERVE FOR PROPERTY



3220300000 322030 0000 FUND BALANCE



3230100000 323010 0000 RETAINED EARNINGS



3230200000 323020 0000 RESERVE FOR PROPERTY



3230201000 323020 1000 RES.FOR PROPERTY/PASS-THRU



3230300000 323030 0000 FUND BALANCE
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3240100000 324010 0000 RETAINED EARNINGS



3240200000 324020 0000 RESERVE FOR PROPERTY



3240300000 324030 0000 FUND BALANCE



3250100000 325010 0000 RETAINED EARNINGS



3250200000 325020 0000 RESERVE FOR PROPERTY



3250300000 325030 0000 FUND BALANCE



4310100000 431010 0000 REVENUE



4310100001 431010 0001 REVENUE/CELL PHONE REIMB.



4310100006 431010 0006 REVENUE/OTHER



4310100007 431010 0007 FUNDS RET. TO FUNDING SOURCE



4310110000 431011 0000 REVENUE/001



4310120000 431012 0000 REVENUE/ROLLOVER



4310130000 431013 0000 REVENUE/PVE-EXXON



4310140000 431014 0000 REVENUE/RENTAL REHAB. (CDBG)



4310160000 431016 0000 REVENUE/CDBG-ED



4310170000 431017 0000 REVENUE/FEES



4310180000 431018 0000 REVENUE/CDBG-CD



4310200000 431020 0000 GRANTS APPLIED



4310210000 431021 0000 GRANT APPLIED/RENTAL REHAB



4310220000 431022 0000 GRANT APPLIED/HOME



4310300000 431030 0000 CONTRIBUTIONS APPLIED/CASH



4310310000 431031 0000 CONTRIBUTIONS APPLIED/IN-KIND



4310400000 431040 0000 INCOME FROM PROGRAM SOURCES



4310410000 431041 0000 INTEREST INCOME



4310420000 431042 0000 INCOME FROM PROG. SOURCE/CD



4320100000 432010 0000 REVENUE



4320120000 432012 0000 REVENUE/ROLLOVER



4320200000 432020 0000 GRANTS APPLIED



4320300000 432030 0000 CONTRIBUTIONS APPLIED/CASH



4320310000 432031 0000 CONTRIBUTIONS APPLIED/IN-KIND



4320330000 432033 0000 REVENUE NON-ADD/SUMMER YOUTH



4320340000 432034 0000 REV NON-ADD/PARTICIPANT COSTS



4320400000 432040 0000 INCOME FROM PROGRAM SOURCES



4320410000 432041 0000 INTEREST INCOME



4330100000 433010 0000 REVENUE



4330100001 433010 0001 REVENUE/CELL PHONE REIMB.



4330100002 433010 0002 REVENUE/MAP COPIES



4330100003 433010 0003 REVENUE/ODOC COPIES



4330100004 433010 0004 REVENUE/POSTAGE



4330100005 433010 0005 REVENUE/PERSONNEL



4330100006 433010 0006 REVENUE/OTHER



4330100007 433010 0007 FUNDS RET. TO FUNDING SOURCE



4330100100 433010 0100 REV.-FEES/GRANTS & DONATIONS



4330100200 433010 0200 REV.-FEES/EXIM EXPORTER APPL.



4330100201 433010 0201 REV.-FEES/EXIM FOREIGN BUYER



4330100202 433010 0202 REV.-FEES/QUALITY JOBS ORIG.



4330100300 433010 0300 REV.-FEES/OKNET INSTALLATION
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4330100301 433010 0301 REV.-FEES/OKNET ANNUAL RENEWAL



4330100400 433010 0400 REV.-FEES/DUPLICATING (COPY)



4330100500 433010 0500 REV.-FEES/MFG. DIRECTORY



4330100501 433010 0501 REV.-FEES/MFG. DISKS



4330100502 433010 0502 REV.-FEES/DESIGN GUIDELINES



4330100503 433010 0503 REV.-FEES/COMM. PROFILES (PG)



4330100504 433010 0504 REV.-FEES/COMM. PROFILES (SET)



4330100505 433010 0505 REV.-FEES/MFG. SERVICE DIR.



4330100506 433010 0506 REV.-FEES/PICTURE BOOK



4330100507 433010 0507 REV.-FEES/MARKETING BROCHURES



4330100600 433010 0600 REV.-FEES/ED FINANCE



4330100601 433010 0601 REV.-FEES/FINANCE CURRICULUM



4330100602 433010 0602 REV.-FEES/FINANCE PACKAGER



4330100603 433010 0603 REV.-FEES/GRANT WRITING



4330100604 433010 0604 REV.-FEES/STRATEGY, VISION



4330100605 433010 0605 REV.-FEES/TOP FACILITATOR TRNG



4330100606 433010 0606 REV.-FEES/TRAIN THE TRAINER



4330100607 433010 0607 REV.-FEES/FRONTLINE LEADERSHIP



4330100608 433010 0608 REV.-FEES/TEAM EFFECTIVENESS



4330100609 433010 0609 REV.-FEES/TEAM LEADERSHIP



4330100610 433010 0610 REV.-FEES/INVENTOR'S ASSIST.



4330100611 433010 0611 REGISTRATION FEES



4330101000 433010 1000 REVENUE/LICENSE TAG FEES



4330110000 433011 0000 REVENUE/001



4330120000 433012 0000 REVENUE/ROLLOVER



4330150000 433015 0000 REVENUE/CONTRIBUTION



4330170000 433017 0000 REVENUE/FEES



4330200000 433020 0000 GRANTS APPLIED



4330300000 433030 0000 CONTRIBUTIONS APPLIED/CASH



4330310000 433031 0000 CONTRIBUTIONS APPLIED/IN-KIND



4330400000 433040 0000 INCOME FROM PROGRAM SOURCES



4330410000 433041 0000 INTEREST INCOME



4330430000 433043 0000 INCOME FROM PROGRAM SOURCE



4330500000 433050 0000 DEFERRED REVENUE



4340100000 434010 0000 REVENUE



4340120000 434012 0000 REVENUE/ROLLOVER



4340200000 434020 0000 GRANTS APPLIED



4340300000 434030 0000 CONTRIBUTIONS APPLIED/CASH



4340310000 434031 0000 CONTRIBUTIONS APPLIED/IN-KIND



4340400000 434040 0000 INCOME FROM PROGRAM SOURCES



4340410000 434041 0000 INTEREST INCOME



4350100000 435010 0000 REVENUE



4350120000 435012 0000 REVENUE/ROLLOVER



4350200000 435020 0000 GRANT APPLIED



4350300000 435030 0000 CONT. APPLIED/CASH



4350310000 435031 0000 CONT. APPLIED/IN-KIND



4350330000 435033 0000 STAND-IN COSTS
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4350330015 435033 0015 STAND-IN COSTS/WDW 15%



4350330025 435033 0025 STAND-IN COSTS/WDW RR



4350400000 435040 0000 INCOME FROM PROGRAM SOURCES



4350410000 435041 0000 INTEREST INCOME



4350460000 435046 0000 PROGRAM INCOME/EARNED ADMIN.



4350460015 435046 0015 PROG.INCOME/EARNED ADMIN 15%



4350460025 435046 0025 PROG.INCOME/EARNED PROGRAM RR



4350470000 435047 0000 PROGRAM INCOME/EARNED PROGRAM



4350470015 435047 0015 PROG.INCOME/EARNED PROGRAM 15%



4350470025 435047 0025 PROG.INCOME/EARNED PROGRAM RR



4350480000 435048 0000 TRANSFER TO ADULT



4350490000 435049 0000 TRANSFER TO DLW



5410100000 541010 0000 SALARIES & FRINGE



5410100001 541010 0001 SALARIES & FRINGE/HUD-T/TA



5410100002 541010 0002 SALARIES & FRINGE/PLANNING



5410100012 541010 0012 SALARIES & FRINGE/ QA



5410100015 541010 0015 SALARIES/FRINGE-WDW/15%



5410100025 541010 0025 SALARIES/FRINGE-WDW 25% RR



5410101000 541010 1000 ADMIN/SALARIES & FRINGE



5410101015 541010 1015 SALARIES & FRINGE/ADMIN SW



5410102000 541010 2000 T/TA SALARIES & FRINGE



5410102015 541010 2015 SALARIES & FRINGE/PROGRAM SW



5410105000 541010 5000 SERC/SALARIES & FRINGE



5410200000 541020 0000 CONSULTANTS



5410200001 541020 0001 CONSULTANTS/HUD-T/TA



5410200002 541020 0002 CONSULTANTS/PLANNING



5410200015 541020 0015 CONSULTANTS/WDW 15%



5410200025 541020 0025 CONSULTANTS/WDW 25% RR



5410201000 541020 1000 ADMIN/CONSULTANTS



5410201015 541020 1015 CONSULTANTS/ADMIN SW



5410202000 541020 2000 T/TA CONSULTANT



5410202015 541020 2015 CONSULTANTS/PROGRAM SW



5410204000 541020 4000 DISCRETIONARY CONSULTANT



5410205000 541020 5000 SERC/CONSULTANT



5410211000 541021 1000 ADMIN/CONSULTANTS-LEVERAGE



5410300000 541030 0000 INDIRECT



5410300001 541030 0001 INDIRECT/HUD-T/TA



5410300002 541030 0002 INDIRECT/PLANNING



5410300012 541030 0012 INDIRECT/ QA



5410300015 541030 0015 INDIRECT-15%



5410300025 541030 0025 INDIRECT/WDW 25% RR



5410301000 541030 1000 ADMIN/INDIRECT



5410301015 541030 1015 INDIRECT/ADMIN. SW



5410302000 541030 2000 T/TA INDIRECT



5410302015 541030 2015 INDIRECT/PROGRAM SW



5410305000 541030 5000 SERC/INDIRECT



5410400000 541040 0000 TRAVEL/STATE
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5410400001 541040 0001 TRAVEL-STATE/HUD-T/TA



5410400002 541040 0002 TRAVEL/STATE/PLANNING



5410400012 541040 0012 TRAVEL/STATE



5410400015 541040 0015 TRAVEL/15%



5410400025 541040 0025 TRAVEL/WDW 25% RR



5410401000 541040 1000 ADMIN-TRAVEL/STATE



5410401015 541040 1015 TRAVEL/ADMIN. SW



5410402000 541040 2000 T/TA TRAVEL/STATE



5410402015 541040 2015 TRAVEL/PROGRAM SW



5410404000 541040 4000 DISCRETIONARY-TRAVEL/STATE



5410405000 541040 5000 SERC/ADMIN-TRAVEL/STATE



5410405001 541040 5001 SERC/T/TA-TRAVEL/STATE



5410410000 541041 0000 TRAVEL/NON-STATE



5410410001 541041 0001 TRAVEL NON-STATE/HUD T/A



5410410015 541041 0015 TRAVEL/NON-STATE - WDW 15%



5410410025 541041 0025 TRAVEL NON-STATE/RR 25%



5410411000 541041 1000 ADMIN./TRAVEL  NON-STATE



5410411015 541041 1015 TRAVEL/NON-STATE ADMIN. SW



5410412000 541041 2000 T/TA TRAVEL/NON-STATE



5410412015 541041 2015 TRAVEL/NON-STATE PROGRAM SW



5410412902 541041 2902 TRAVEL/SECP-NON STATE



5410414000 541041 4000 TRAVEL/NON-STATE-DISCRETIONARY



5410420000 541042 0000 REGISTRATION FEES



5410420001 541042 0001 REGISTRATION FEES/HUD-T/TA



5410420012 541042 0012 REGISTRATION DOE/QA



5410420015 541042 0015 REGISTRATION WDW 15%



5410420025 541042 0025 REGISTRATION FEES/WDW 25% RR



5410421000 541042 1000 ADMIN/REGISTRATION FEE



5410421015 541042 1015 REG. FEES/ADMIN SW



5410422000 541042 2000 T/TA REGISTRATION FEES



5410422015 541042 2015 REG. FEES/PROGRAM SW



5410424000 541042 4000 DISCRETIONARY-REG. FEES



5410500000 541050 0000 MOTOR POOL



5410500001 541050 0001 PRINTING/HUD - T/A



5410500015 541050 0015 MOTOR POOL - 15%



5410500025 541050 0025 MOTOR POOL



5410501000 541050 1000 ADMINISTRATION MOTOR POOL



5410510000 541051 0000 FUEL



5410600000 541060 0000 SPACE RENTAL



5410600001 541060 0001 SPACE RENTAL/HUD-T/TA



5410600002 541060 0002 SPACE RENTAL/PLANNING



5410600015 541060 0015 SPACE RENTAL - WDW 15%



5410600025 541060 0025 SPACE RENTAL - WDW 25%



5410602015 541060 2015 SPACE RENTAL/PROGRAM SW



5410610000 541061 0000 SPACE RENTAL/CIA



5410700000 541070 0000 COPIER RENTAL



5410700015 541070 0015 COPIER RENTAL



163











5410701015 541070 1015 COPIER RENTAL/ADMIN SW



5410800000 541080 0000 EQUIPMENT RENTAL



5410800001 541080 0001 EQUIP RENTAL T/TA



5410800015 541080 0015 EQUIPMENT RENTAL - WDW 15%



5410800025 541080 0025 EQUIPMENT RENTAL/WDW 25% RR



5410801000 541080 1000 EQUIPMENT RENTAL ADMIN



5410801015 541080 1015 EQUIPMENT RENTAL/ADMIN SW



5410802015 541080 2015 EQUIPMENT RENTAL/PROGRAM SW



5410900000 541090 0000 SUPPLIES



5410900001 541090 0001 SUPPLIES/HUD-T/TA



5410900015 541090 0015 SUPPLIES/WDW 15%



5410900025 541090 0025 SUPPLIES/WDW 25% RR



5410901000 541090 1000 ADMINISTRATION SUPPLIES



5410901015 541090 1015 SUPPLIES/ADMIN SW



5410902000 541090 2000 T/TA SUPPLIES



5410902015 541090 2015 SUPPLIES/PROGRAM SW



5410904000 541090 4000 DISCRETIONARY/SUPPLIES



5410910000 541091 0000 PROMOTIONAL SUPPLIES



5410910015 541091 0015 PROMOTIONAL SUPPLIES - WDW 15%



5410910025 541091 0025 PROMOTIONAL SUPPLIES - WDW 25%



5410912015 541091 2015 PROMOTIONAL SUPPLIES/PROG SW



5411000000 541100 0000 EQUIPMENT



5411000001 541100 0001 EQUIPMENT/TA



5411000015 541100 0015 EQUIPMENT-WDW/15%



5411000025 541100 0025 EQUIPMENT - WDW 25%



5411001000 541100 1000 ADMINISTRATION EQUIPMENT



5411001015 541100 1015 EQUIPMENT/ADMIN. SW



5411002000 541100 2000 T/TA EQUIPMENT



5411002015 541100 2015 EQUIPMENT/PROGRAM SW



5411003000 541100 3000 ENERGY AUDIT-EQUIPMENT



5411010000 541101 0000 EQUIPMENT/001



5411020000 541102 0000 EQUIPMENT/OSI



5411020025 541102 0025 EQUIPMENT/OSI - RR



5411021000 541102 1000 EQUIPMENT/OSI



5411022015 541102 2015 EQUIPMENT-OSI/PROGRAM SW



5411030000 541103 0000 EQUIPMENT/DP SOFTWARE



5411030001 541103 0001 EQUIP/DP SOFTWARE - HUD T/A



5411030025 541103 0025 EQUIPMENT/DP SOFTWARE



5411031000 541103 1000 ADMIN/EQUIP-DP SOFTWARE



5411031015 541103 1015 EQUIPMENT/DP-SOFTWARE



5411032015 541103 2015 EQUIP/DP SOFTWARE PROG SW



5411034000 541103 4000 DISC EQUIPMENT/DP SOFTWARE



5411040000 541104 0000 EQUIP/DP SOFTWARE LICENSING



5411040001 541104 0001 EQUIP/DP SOFTWARE LIC  T/A



5411040025 541104 0025 EQ/DP SOFTWARE LICENSE/RR



5411041015 541104 1015 EQ/DP SFTWR LICENSE/ADMIN SW



5411042015 541104 2015 EQ/DP SFTWR LICENSE/PROGRAM SW
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5411050000 541105 0000 BUILDING LEASE/PURCHASE



5411100000 541110 0000 MAINTENANCE



5411100001 541110 0001 MAINTENANCE/YARD CARE



5411100002 541110 0002 MAINTENANCE/SECURITY SERVICE



5411100003 541110 0003 MAINTENANCE/FIRE ALARM



5411100004 541110 0004 MAINTENANCE/FIRE INSPECTION



5411100005 541110 0005 MAINTENANCE/ELEVATOR



5411100006 541110 0006 MAINTENANCE/BOILER & AC



5411100007 541110 0007 MAINTENANCE/INSURANCE



5411100008 541110 0008 MAINTENANCE/PEST CONTROL



5411100015 541110 0015 MAINTENANCE - WDW 15%



5411100025 541110 0025 MAINTENANCE - WDW 25%



5411101000 541110 1000 MAINTENANCE/ADMIN.



5411101015 541110 1015 MAINTENANCE/ADMIN. SW



5411102000 541110 2000 MAINTENANCE- T/A



5411104000 541110 4000 MAINTENANCE-DISCRETIONARY



5411110000 541111 0000 JANITORIAL



5411120000 541112 0000 REPAIRS/BUILDING



5411200000 541120 0000 PHONE & COMMUNICATIONS



5411200015 541120 0015 PHONE & COMMUNICATIONS/15%



5411200025 541120 0025 PHONE & COMMUNICATION/25%



5411201015 541120 1015 PHONE & COMM/SW ADMIN.



5411202015 541120 2015 PHONE & COMMUNICATION/PROGRAM



5411210000 541121 0000 PHONE/STATE OFFICE



5411220000 541122 0000 UTILITIES



5411220001 541122 0001 UTILITIES/OG&E



5411220002 541122 0002 UTILITIES/ONG



5411220003 541122 0003 UTILITIES/CITY OF OKC



5411220004 541122 0004 UTILITIES/TRASH SERVICE



5411230000 541123 0000 COMMUNICATIONS-CELL PHONES



5411230015 541123 0015 COMM/CELL PHONES - WDW 15%



5411230025 541123 0025 COMM/CELL PHONES - WDW 25% RR



5411231015 541123 1015 COMM.-CELL PHONES/ADMIN SW



5411232015 541123 2015 COMM.-CELL PHONES/PROGRAM SW



5411240000 541124 0000 COMMUNICATIONS/PAGERS



5411250000 541125 0000 COMMUNICATIONS/INTERNET



5411250015 541125 0015 COMMUNICATIONS/INTERNET 15%



5411250025 541125 0025 COMMUNICATIONS/INTERNET 25%



5411300000 541130 0000 POSTAGE



5411300025 541130 0025 POSTAGE - WDW 25% RR



5411302015 541130 2015 POSTAGE/PROGRAM SW



5411310000 541131 0000 FREIGHT/EXPRESS



5411310001 541131 0001 FREIGHT/HUD-T/TA



5411310015 541131 0015 FREIGHT/EXPRESS - 15%



5411310025 541131 0025 FREIGHT/EXPRESS - WDW 25% RR



5411311000 541131 1000 FREIGHT/EXPRESS



5411311015 541131 1015 FREIGHT/ADMIN SW
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5411312000 541131 2000 T/TA - FREIGHT/EXPRESS



5411312015 541131 2015 FREIGHT/EXPRESS/PROGRAM SW



5411400000 541140 0000 BOOKS & PERIODICALS



5411400015 541140 0015 BOOKS & PERIODICALS - 15%



5411400025 541140 0025 BOOKS & PERIODICALS/WDW 25% RR



5411401000 541140 1000 ADMIN. BOOKS & PERIODICALS



5411402000 541140 2000 T/TA - BOOKS & PERIODICALS



5411410000 541141 0000 ADVERTISING



5411410001 541141 0001 ADVERTISING - T/A



5411410025 541141 0025 ADVERTISING/WDW 25% RR



5411411015 541141 1015 ADVERTISING



5411412015 541141 2015 ADVERTISING



5411420000 541142 0000 EXHIBITIONS, SHOWS & SP. EVENT



5411420001 541142 0001 TRADE SHOWS/HUD-T/TA



5411421015 541142 1015 EXHIBITIONS, SHOWS/ADMIN SW



5411422015 541142 2015 EXHIBITIONS, SHOWS/PROGRAM SW



5411430000 541143 0000 SUBSCRIPTIONS



5411430001 541143 0001 SUBSCRIPTIONS/ HUD-T/TA



5411430015 541143 0015 SUBSCRIPTIONS - WDW 15%



5411430025 541143 0025 SUBSCRIPTIONS - WDW 25%



5411431015 541143 1015 SUBSCRIPTIONS/ADMIN SW



5411432000 541143 2000 T/A SUBSCRIPTIONS



5411432015 541143 2015 SUBSCRIPTIONS



5411440000 541144 0000 INFORMATIONAL SERVICES



5411450000 541145 0000 SPONSORSHIP



5411450001 541145 0001 SPONSORSHIP/HUD-T/TA



5411450015 541145 0015 SPONSORSHIPS - WDW 15%



5411450025 541145 0025 SPONSORSHIP/WDW 25% RR



5411451000 541145 1000 ADMINISTRATION SPONSORSHIP



5411451015 541145 1015 SPONSORSHIP/ADMIN SW



5411452000 541145 2000 T/TA SPONSORSHIP



5411452015 541145 2015 SPONSORSHIP/PROGRAM SW



5411454000 541145 4000 DISCRETIONARY SPONSORSHIP



5411500000 541150 0000 PRINTING



5411500001 541150 0001 PRINTING/HUD - T/A



5411500012 541150 0012 DOE/QA PRINTING



5411500015 541150 0015 PRINTING - 15%



5411500025 541150 0025 PRINTING/WDW 25% RR



5411501000 541150 1000 ADMINISTRATION PRINTING



5411501015 541150 1015 PRINTING/ADMIN SW



5411502000 541150 2000 T/TA-PRINTING



5411502015 541150 2015 PRINTING/PROGRAM SW



5411504000 541150 4000 DISCRETIONARY-PRINTING



5411510000 541151 0000 PRINTING/STATE



5411510001 541151 0001 PRINTING/STATE-HUD T/A



5411510015 541151 0015 PRINTING/STATE - WDW 15%



5411510025 541151 0025 PRINTING/STATE - WDW 25% RR
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5411511000 541151 1000 ADMIN/PRINTING-STATE



5411511015 541151 1015 PRINTING-STATE/ADMIN SW



5411512000 541151 2000 T/A PRINTING STATE



5411512015 541151 2015 PRINTING-STATE/PROGRAM SW



5411514000 541151 4000 DISCRETIONARY/PRINTING-STATE



5411600000 541160 0000 AUDITORS SERVICES



5411601000 541160 1000 ADMINISTRATION AUDITORS SERVIC



5411602000 541160 2000 T/TA AUDITORS SERVICES



5411700000 541170 0000 ACCOUNTING SERVICES



5411800000 541180 0000 CONTRACTUAL



5411800001 541180 0001 CONTRACTUAL/HUD-T/TA



5411800002 541180 0002 CONTRACTUAL/PLANNING



5411800015 541180 0015 CONTRACTUAL/WDW 15%



5411800025 541180 0025 CONTRACTUAL/WDW 25% RR



5411801000 541180 1000 ADMIN/CONTRACTUAL



5411801015 541180 1015 CONTRACTUAL/ADMIN. SW



5411801902 541180 1902 CONTRACTUAL/EES



5411801903 541180 1903 CONTRACTUAL/EES



5411801905 541180 1905 CONTRACTUAL/EES



5411802000 541180 2000 T/TA CONTRACTUAL



5411802015 541180 2015 CONTRACTUAL/PROGRAM SW



5411802823 541180 2823 CONTRACTUAL/SECP



5411802860 541180 2860 CONTRACTUAL/SECP



5411802902 541180 2902 CONTRACTUAL/SECP



5411802903 541180 2903 CONTRACTUAL/SECP



5411802904 541180 2904 CONTRACTUAL/SECP



5411802907 541180 2907 CONTRACTUAL/SECP



5411803000 541180 3000 ENERGY AUDIT-CONTRACTUAL



5411804000 541180 4000 DISCRETIONARY CONTRACTUAL



5411805000 541180 5000 SERC/ADMIN-CONTRACTUAL



5411805001 541180 5001 SERC/T/TA-CONTRACTUAL



5411900000 541190 0000 WORKSHOP/MEETING ROOMS



5411900001 541190 0001 WKSHP/MTG ROOM HUD-T/TA



5411900015 541190 0015 WORKSHOP/MEETING ROOMS-WDW/15%



5411900025 541190 0025 WKSHP/MTG. ROOMS - WDW 25% RR



5411901000 541190 1000 ADMIN-WORKSHOP/MEETING ROOMS



5411901015 541190 1015 WKSP. MTG. ROOMS/ADMIN SW



5411902000 541190 2000 T/TA WORKSHOPS



5411902015 541190 2015 WKSP. MTG. ROOMS/PROGRAM SW



5411904000 541190 4000 DISCRETIONARY WORKSHOP/MTG RM



5412000000 541200 0000 DATA PROCESSING



5412100000 541210 0000 WORKERS' COMPENSATION



5412200000 541220 0000 DEPRECIATION EXPENSE/PROPERTY



5412300000 541230 0000 STATEWIDE COST ALLOC. EXPENSE



5412400000 541240 0000 MISCELLANEOUS/OTHER



5412400001 541240 0001 OTHER/HUD-T/TA



5412400012 541240 0012 MISC. OTHER/ QA
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5412400015 541240 0015 OTHER/WDW 15%



5412400025 541240 0025 OTHER/WDW 25% RR



5412401000 541240 1000 ADMIN-MISC./OTHER



5412401015 541240 1015 MISC. OTHER/ADMIN  SW



5412402000 541240 2000 T/TA-MISC./OTHER



5412402001 541240 2001 T/TA-MISC./OTHER-REG VI CONF.



5412402015 541240 2015 MISC./OTHER - PROGRAM SW



5412404000 541240 4000 DISCRETIONARY OTHER



5412405000 541240 5000 SERC/OTHER



5412410000 541241 0000 OTHER/001



5412420000 541242 0000 SERVICE CHARGES



5412430000 541243 0000 RESCISSION (WIA)



5412500000 541250 0000 MEMBERSHIP



5412500001 541250 0001 MEMBERSHIP/HUD - T/A



5412500015 541250 0015 MEMBERSHIP/WDW-15%



5412500025 541250 0025 MEMBERSHIP/WDW 25% RR



5412501000 541250 1000 ADMIN/MEMBERSHIPS



5412501015 541250 1015 MEMBERSHIP/ADMIN SW



5412502000 541250 2000 MEMBERSHIP T/TA



5412502015 541250 2015 MEMBERSHIP/PROGRAM SW



5412510000 541251 0000 LICENSES



5412510001 541251 0001 LICENSES/HUD-T/TA



5412510025 541251 0025 LICENSES/WDW 25% RR



5412511000 541251 1000 LICENSES/ADMIN



5412511015 541251 1015 LICENSES/ADMIN SW



5412512015 541251 2015 LICENSES/PROGRAM SW



5412514000 541251 4000 LICENSES-DISCRETIONARY



5412600000 541260 0000 FOOD & BEVERAGE



5412600001 541260 0001 FOOD & BEVERAGE  T/TA



5412600015 541260 0015 FOOD & BEVERAGE/WDW-15%



5412600025 541260 0025 FOOD & BEVERAGE/WDW 25% RR



5412601015 541260 1015 FOOD & BEVERAGE/ADMIN. SW



5412602015 541260 2015 FOOD & BEVERAGE/PROGRAM SW



5412700001 541270 0001 FUNDS RET. TO FUNDING SOURCE



5420100000 542010 0000 SALARIES & FRINGE



5420200000 542020 0000 CONSULTANTS



5420300000 542030 0000 INDIRECT



5420400000 542040 0000 TRAVEL/STATE



5420410000 542041 0000 TRAVEL/NON-STATE



5420500000 542050 0000 MOTOR POOL



5420510000 542051 0000 FUEL



5420600000 542060 0000 SPACE RENTAL



5420610000 542061 0000 SPACE RENTAL/CIA



5420700000 542070 0000 COPIER RENTAL



5420800000 542080 0000 EQUIPMENT RENTAL



5420900000 542090 0000 SUPPLIES



5420910000 542091 0000 PROMOTIONAL SUPPLIES
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5421000000 542100 0000 EQUIPMENT



5421020000 542102 0000 EQUIPMENT/OSI



5421100000 542110 0000 MAINTENANCE



5421200000 542120 0000 PHONE & COMMUNICATIONS



5421210000 542121 0000 PHONE/STATE OFFICE



5421300000 542130 0000 POSTAGE



5421310000 542131 0000 FREIGHT/EXPRESS



5421400000 542140 0000 BOOKS & PERIODICALS



5421410000 542141 0000 ADVERTISING



5421420000 542142 0000 TRADE SHOWS



5421500000 542150 0000 PRINTING



5421510000 542151 0000 PRINTING/STATE



5421600000 542160 0000 AUDITORS SERVICES



5421700000 542170 0000 ACCOUNTING SERVICES



5421800000 542180 0000 CONTRACTUAL



5421900000 542190 0000 WORKSHOP/MEETING ROOMS



5422000000 542200 0000 DATA PROCESSING



5422100000 542210 0000 WORKERS' COMPENSATION



5422200000 542220 0000 DEPRECIATION EXPENSE/PROPERTY



5422300000 542230 0000 STATEWIDE COST ALLOC. EXPENSE



5422400000 542240 0000 MISCELLANEOUS/OTHER



5422500000 542250 0000 MEMBERSHIP & REG. FEE



5422510000 542251 0000 LICENSES



5422600000 542260 0000 FOOD & BEVERAGE



5430100000 543010 0000 SALARIES & FRINGE



5430110000 543011 0000 SALARIES



5430120000 543012 0000 FRINGE



5430200000 543020 0000 CONSULTANTS



5430300000 543030 0000 INDIRECT



5430400000 543040 0000 TRAVEL/STATE



5430401000 543040 1000 TRAVEL



5430410000 543041 0000 TRAVEL/NON-STATE



5430420000 543042 0000 REGISTRATION FEES



5430430000 543043 0000 TRAVEL/EVENTS CARD



5430500000 543050 0000 MOTOR POOL



5430510000 543051 0000 FUEL



5430600000 543060 0000 SPACE RENTAL



5430610000 543061 0000 SPACE RENTAL/CIA



5430700000 543070 0000 COPIER RENTAL



5430800000 543080 0000 EQUIPMENT RENTAL



5430900000 543090 0000 SUPPLIES



5430910000 543091 0000 PROMOTIONAL SUPPLIES



5430920000 543092 0000 PHOTO SUPPLIES



5431000000 543100 0000 EQUIPMENT



5431010000 543101 0000 EQUIPMENT/001



5431020000 543102 0000 EQUIPMENT/OSI



5431030000 543103 0000 EQUIPMENT/DP SOFTWARE
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5431034000 543103 4000 DISC EQUIPMENT/DP SOFTWARE



5431040000 543104 0000 EQUIP/DP SOFTWARE LICENSING



5431050000 543105 0000 BUILDING LEASE/PURCHASE



5431050001 543105 0001 BUILDING/CONSTRUCTION



5431100000 543110 0000 MAINTENANCE



5431100001 543110 0001 MAINTENANCE/YARD CARE



5431100002 543110 0002 MAINTENANCE/SECURITY SERVICE



5431100003 543110 0003 MAINTENANCE/FIRE ALARM



5431100004 543110 0004 MAINTENANCE/FIRE INSPECTION



5431100005 543110 0005 MAINTENANCE/ELEVATOR



5431100006 543110 0006 MAINTENANCE/BOILER & AC



5431100007 543110 0007 MAINTENANCE/INSURANCE



5431100008 543110 0008 MAINTENANCE/PEST CONTROL



5431100009 543110 0009 MAINTENANCE/FRONT DOORS



5431110000 543111 0000 JANITORIAL



5431120000 543112 0000 REPAIRS/BUILDING



5431200000 543120 0000 PHONE & COMMUNICATIONS



5431201000 543120 1000 PHONE



5431210000 543121 0000 PHONE/STATE OFFICE



5431220000 543122 0000 UTILITIES



5431220001 543122 0001 UTILITIES/OG&E



5431220002 543122 0002 UTILITIES/ONG



5431220003 543122 0003 UTILITIES/CITY OF OKC



5431220004 543122 0004 UTILITIES/TRASH SERVICE



5431230000 543123 0000 COMMUNICATIONS-CELL PHONES



5431240000 543124 0000 COMMUNICATIONS-PAGERS



5431250000 543125 0000 COMMUNICATIONS/INTERNET



5431300000 543130 0000 POSTAGE



5431301000 543130 1000 POSTAGE



5431310000 543131 0000 FREIGHT/EXPRESS



5431400000 543140 0000 BOOKS & PERIODICALS



5431410000 543141 0000 ADVERTISING



5431420000 543142 0000 EXHIBITIONS, SHOWS & SP EVENTS



5431430000 543143 0000 SUBSCRIPTIONS



5431430025 543143 0025 SUBSCRIPTIONS



5431440000 543144 0000 INFORMATIONAL SERVICES



5431450000 543145 0000 SPONSORSHIP



5431500000 543150 0000 PRINTING



5431501000 543150 1000 PRINTING



5431510000 543151 0000 PRINTING/STATE



5431600000 543160 0000 AUDITORS SERVICES



5431700000 543170 0000 ACCOUNTING SERVICES



5431800000 543180 0000 CONTRACTUAL



5431900000 543190 0000 WORKSHOP/MEETING ROOMS



5431901000 543190 1000 WORKSHOPS



5432000000 543200 0000 DATA PROCESSING



5432100000 543210 0000 WORKERS' COMPENSATION
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5432200000 543220 0000 DEPRECIATION EXPENSE/PROPERTY



5432300000 543230 0000 STATEWIDE COST ALLOC. EXPENSE



5432400000 543240 0000 OTHER/CURRENT CHARGES



5432410000 543241 0000 OTHER/001



5432420000 543242 0000 SERVICE CHARGES



5432500000 543250 0000 MEMBERSHIP



5432510000 543251 0000 LICENSES



5432600000 543260 0000 FOOD & BEVERAGE



5432700001 543270 0001 FUNDS RET. TO FUNDING SOURCE



5440100000 544010 0000 SALARIES & FRINGE



5440200000 544020 0000 CONSULTANTS



5440300000 544030 0000 INDIRECT



5440400000 544040 0000 TRAVEL/STATE



5440410000 544041 0000 TRAVEL/NON-STATE



5440500000 544050 0000 MOTOR POOL



5440510000 544051 0000 FUEL



5440600000 544060 0000 SPACE RENTAL



5440610000 544061 0000 SPACE RENTAL/CIA



5440700000 544070 0000 COPIER RENTAL



5440800000 544080 0000 EQUIPMENT RENTAL



5440900000 544090 0000 SUPPLIES



5440910000 544091 0000 PROMOTIONAL SUPPLIES



5441000000 544100 0000 EQUIPMENT



5441020000 544102 0000 EQUIPMENT/OSI



5441100000 544110 0000 MAINTENANCE



5441200000 544120 0000 PHONE & COMMUNICATIONS



5441210000 544121 0000 PHONE/STATE OFFICE



5441300000 544130 0000 POSTAGE



5441310000 544131 0000 FREIGHT/EXPRESS



5441400000 544140 0000 BOOKS & PERIODICALS



5441410000 544141 0000 ADVERTISING



5441420000 544142 0000 TRADE SHOWS



5441500000 544150 0000 PRINTING



5441510000 544151 0000 PRINTING/STATE



5441600000 544160 0000 AUDITORS SERVICES



5441700000 544170 0000 ACCOUNTING SERVICES



5441800000 544180 0000 CONTRACTUAL



5441900000 544190 0000 WORKSHOP/MEETING ROOM



5442000000 544200 0000 DATA PROCESSING



5442100000 544210 0000 WORKERS' COMPENSATION



5442200000 544220 0000 DEPRECIATION EXPENSE/PROPERTY



5442300000 544230 0000 STATEWIDE COST ALLOC. EXPENSE



5442400000 544240 0000 MISCELLANEOUS/OTHER



5442500000 544250 0000 MEMBERSHIP & REG. FEE



5442510000 544251 0000 LICENSES



5442600000 544260 0000 FOOD & BEVERAGE



5450100000 545010 0000 SALARIES & FRINGE
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5450110000 545011 0000 SALARIES



5450120000 545012 0000 FRINGE



5450200000 545020 0000 CONSULTANTS



5450300000 545030 0000 INDIRECT



5450400000 545040 0000 TRAVEL/STATE



5450410000 545041 0000 TRAVEL/NON-STATE



5450500000 545050 0000 MOTOR POOL



5450510000 545051 0000 FUEL



5450600000 545060 0000 SPACE RENTAL



5450700000 545070 0000 COPIER RENTAL



5450800000 545080 0000 EQUIPMENT RENTAL



5450900000 545090 0000 SUPPLIES



5450910000 545091 0000 PROMOTIONAL SUPPLIES



5451000000 545100 0000 EQUIPMENT



5451020000 545102 0000 EQUIPMENHT/OSI



5451100000 545110 0000 MAINTENANCE



5451200000 545120 0000 PHONE & COMMUNICATIONS



5451210000 545121 0000 PHONE/STATE OFFICE



5451300000 545130 0000 POSTAGE



5451310000 545131 0000 FREIGHT/EXPRESS



5451400000 545140 0000 BOOKS & PERIODICALS



5451410000 545141 0000 ADVERTISING



5451420000 545142 0000 TRADE SHOWS



5451500000 545150 0000 PRINTING



5451510000 545151 0000 PRINTING/STATE



5451600000 545160 0000 AUDITORS EXPENSE



5451700000 545170 0000 ACCOUNTING EXPENSE



5451800000 545180 0000 CONTRACTUAL



5451900000 545190 0000 WORKSHOP/MEETING ROOM



5452000000 545200 0000 DATA PROCESSING



5452100000 545210 0000 WORKER'S COMPENSATION



5452200000 545220 0000 DEPRECIATION EXP./PROPERTY



5452300000 545230 0000 STATEWIDE COST ALLOCATION



5452400000 545240 0000 MISCELLANEOUS/OTHER



5452500000 545250 0000 MEMBERSHIP & REG. FEE



5452510000 545251 0000 LICENSES



5452600000 545260 0000 FOOD & BEVERAGE



5510000000 551000 0000 SUBGRANTEE EXPENSES



5510000025 551000 0025 SUBGRANTEE EXPENSES/RR



5510100000 551010 0000 ADMINISTRATION



5510100001 551010 0001 ADMIN/SERVICE CHARGE



5510100005 551010 0005 HOME/CAA-ADMINISTRATION



5510110000 551011 0000 SALARIES & FRINGE



5510110001 551011 0001 HOME/CHDO-CB-SALARIES & FRINGE



5510120000 551012 0000 TRAVEL



5510120001 551012 0001 HOME/CHDO-CB-TRAVEL



5510130000 551013 0000 OPERATIONAL EXPENSES
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5510130001 551013 0001 HOME/CHDO-OPERATING EXPENSE



5510140000 551014 0000 CONSULTANTS



5510150000 551015 0000 EQUIPMENT



5510150001 551015 0001 HOME/CHDO-CB-EQUIPMENT



5510160000 551016 0000 PUBL. & PROF. SERVICES



5510160001 551016 0001 HOME/CHDO-CB-PUBL. & PROF. SVS



5510170000 551017 0000 CONTRACTUAL



5510180000 551018 0000 ADMINISTRATION/DIRECT



5510190000 551019 0000 REHAB.-HOMEOWNERSHIP



5510200000 551020 0000 PLANNING



5510210000 551021 0000 INVENTORY OF ASSETS



5510220000 551022 0000 ANALYSIS



5510300000 551030 0000 ENGINEERING



5510310000 551031 0000 ARCHITECT



5510320000 551032 0000 INSPECTION



5510330000 551033 0000 CONTRACTUAL-HOUSING T/A



5510400000 551040 0000 REHAB.



5510410000 551041 0000 REHAB.-RENTAL DEMO.



5510420000 551042 0000 REHAB./HOUSING SUPPORT



5510430000 551043 0000 REHAB.-CONVERSION



5510440000 551044 0000 REHAB.-HANDICAP



5510480000 551048 0000 REHAB./HOUSING



5510490000 551049 0000 REHAB./RENTAL HOUSING



5510500000 551050 0000 ACQUISITION



5510500001 551050 0001 HOME/CHDO-ACQUISITION



5510500005 551050 0005 HOME/CAA-ACQUISITION



5510510000 551051 0000 HOMEBUYERS ASSISTANCE



5510520000 551052 0000 RENTAL ASSISTANCE



5510530000 551053 0000 DIRECT HOMEOWNER ASSISTANCE



5510540000 551054 0000 DISPOSITION



5510550000 551055 0000 HOMEBUYER COUNSELING



5510600000 551060 0000 RELOCATION



5510700000 551070 0000 CLEARANCE & DEMOLITION



5510700007 551070 0007 DEMOLITION/CLEARANCE - SC



5510800000 551080 0000 UTILITIES-GAS



5510810000 551081 0000 UTILITIES-ELECTRIC



5510820000 551082 0000 UTILITIES-OTHER



5510900000 551090 0000 WATER SYSTEM



5510910000 551091 0000 SEWER SYSTEM



5511000000 551100 0000 SOLID WASTE



5511100000 551110 0000 PUBLIC FACILITIES & IMP.



5511110000 551111 0000 NEIGHBORHOOD FACILITIES



5511120000 551112 0000 SENIOR CITIZEN CENTER



5511130000 551113 0000 OTHER FACILITIES/CENTER



5511200000 551120 0000 REMOVAL OF ARCH. BARRIERS



5511300000 551130 0000 PUBLIC SERVICES



5511400000 551140 0000 CODE ENFORCEMENT
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5511500000 551150 0000 PARKS/RECREATION



5511600000 551160 0000 FIRE PROTECTION



5511610000 551161 0000 AMBULANCE



5511700000 551170 0000 PARKING



5511800000 551180 0000 STREETS



5511900000 551190 0000 FLOOD & DRAINAGE



5512000000 551200 0000 ECON.DEV./FACILITY CONST. LOAN



5512010000 551201 0000 ECON.DEV./INFRASTRUCTURE IMP.



5512020000 551202 0000 ECON.DEV./EQUIPMENT-INV. LOANS



5512030000 551203 0000 ECON.DEV./COMM. REHAB. LOANS



5512040000 551204 0000 ECON.DEV./INDUS. REHAB. LOANS



5512050000 551205 0000 ECON.DEV./OTHER



5512060000 551206 0000 ECON.DEV/FURNITURE & FIXTURES



5512070000 551207 0000 ECON.DEV/LAND & BUILDING



5512080000 551208 0000 ECON.DEV/MACHINERY & EQUIPMENT



5512090000 551209 0000 ECON.DEV/INVENTORY



5512100000 551210 0000 OTHER



5512100001 551210 0001 HOME/CHDO-CB-OTHER



5512200000 551220 0000 CONTINGENCIES



5512300000 551230 0000 MATCH



5512400000 551240 0000 ECON.DEV/WORKING CAPITAL



5512410000 551241 0000 ED/ENG.,LEGAL & OTHER PROF.



5512420000 551242 0000 ECON.DEV./OKLEAP-T/TA



5512500000 551250 0000 NEW CONSTRUCTION/HOMEOWNERSHIP



5512500001 551250 0001 HOME/CHDO-OWNER OCC. REHAB.



5512500005 551250 0005 HOME/CAA-OWNER OCC. REHAB.



5512510000 551251 0000 NEW CONST./RENTAL HOUSING



5512510001 551251 0001 HOME/CHDO-RENTAL REHAB.



5512510005 551251 0005 HOME/CAA-RENTAL REHAB.



5512520000 551252 0000 HOME/TENANT BASE RENTAL ASSIST



5512520001 551252 0001 HOME/CHDO-TENANT BASE R.A.



5512520005 551252 0005 HOME/CAA-TENANT BASE R.A.



5512530000 551253 0000 HOME/FIRST TIME HOME BUYER



5512530001 551253 0001 HOME/CHDO-1ST TIME HOME BUYER



5512530005 551253 0005 HOME/CAA-1ST TIME HOME BUYER



5512540001 551254 0001 HOME/CHDO LOANS



5512600000 551260 0000 NEW CONSTRUCTION



5512600001 551260 0001 HOME/CHDO-NEW CONSTRUCTION



5512600005 551260 0005 HOME/CAA-NEW CONSTRUCTION



5512700000 551270 0000 CDBG/TELEMEDICINE PROJECT



5512710000 551271 0000 CDBG/TELEMEDICINE COORDINATION



5513000000 551300 0000 ADMIN./PERSONNEL-SAL. & WAGES



5513001000 551300 1000 EES/SALARIES



5513001803 551300 1803 EES/SALARIES



5513001904 551300 1904 EES/SALARIES



5513002000 551300 2000 SECP/SALARIES



5513002902 551300 2902 SECP/SALARIES
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5513002904 551300 2904 SECP/SALARIES & WAGES



5513002905 551300 2905 SECP/SALARIES



5513002906 551300 2906 SECP/SALARIES



5513002908 551300 2908 SECP/SALARIES



5513002909 551300 2909 SECP/SALARIES



5513002910 551300 2910 SECP/SALARIES



5513002911 551300 2911 SECP/SALARIES



5513002912 551300 2912 SECP/SALARIES



5513002913 551300 2913 SECP/SALARIES



5513002914 551300 2914 SECP/SALARIES



5513002915 551300 2915 SECP/SALARIES



5513002916 551300 2916 SECP/SALARIES



5513002917 551300 2917 SECP/SALARIES



5513002918 551300 2918 SECP/SALARIES



5513002919 551300 2919 SECP/SALARIES



5513002920 551300 2920 SECP/SALARIES & WAGES



5513010000 551301 0000 ADMIN./PERSONNEL-FRINGE



5513011000 551301 1000 EES/FRINGE



5513011803 551301 1803 EES/FRINGE



5513011904 551301 1904 EES/FRINGE



5513012000 551301 2000 SECP/FRINGE



5513012902 551301 2902 SECP/FRINGE



5513012904 551301 2904 SECP/FRINGE



5513012905 551301 2905 SECP/FRINGE



5513012906 551301 2906 SECP/FRINGE



5513012908 551301 2908 SECP/FRINGE



5513012909 551301 2909 SECP/FRINGE



5513012910 551301 2910 SECP/FRINGE



5513012911 551301 2911 SECP/FRINGE



5513012912 551301 2912 SECP/FRINGE



5513012913 551301 2913 SECP/FRINGE



5513012914 551301 2914 SECP/FRINGE



5513012915 551301 2915 SECP/FRINGE



5513012916 551301 2916 SECP/FRINGE



5513012917 551301 2917 SECP/FRINGE



5513012918 551301 2918 SECP/FRINGE



5513012919 551301 2919 SECP/FRINGE



5513012920 551301 2920 SECP/FRINGE



5513020000 551302 0000 ADMIN./PERSONNEL-CONSULTANT



5513021000 551302 1000 EES/CONSULTANT



5513021803 551302 1803 EES/CONSULTANT



5513021904 551302 1904 EES/CONSULTANT



5513022000 551302 2000 SECP/CONSULTANT



5513022901 551302 2901 SECP/CONSULTANT



5513022902 551302 2902 SECP/CONSULTANT



5513022903 551302 2903 SECP/CONSULTANT



5513022905 551302 2905 SECP/CONSULTANT
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5513022906 551302 2906 SECP/CONSULTANT



5513022907 551302 2907 CONTRACTUAL/SECP



5513022908 551302 2908 SECP/CONSULTANT



5513022909 551302 2909 SECP/CONSULTANT



5513022910 551302 2910 SECP/CONSULTANT



5513022911 551302 2911 SECP/CONSULTANT



5513022912 551302 2912 SECP/CONSULTANT



5513022913 551302 2913 SECP/CONSULTANT



5513022914 551302 2914 SECP/CONSULTANT



5513022915 551302 2915 SECP/CONSULTANT



5513022916 551302 2916 SECP/CONSULTANT



5513022917 551302 2917 SECP/CONSULTANT



5513022918 551302 2918 SECP/CONSULTANT



5513022919 551302 2919 SECP/CONSULTANT



5513030000 551303 0000 ADMIN./PERSONNEL-ACCRUED LEAVE



5513040000 551304 0000 SUPPORT OF OTHER PROGRAMS



5513100000 551310 0000 ADMIN./NON-PERS.-TRAVEL



5513101000 551310 1000 EES/TRAVEL



5513101803 551310 1803 EES/TRAVEL



5513101904 551310 1904 EES/TRAVEL



5513102000 551310 2000 SECP/TRAVEL



5513102902 551310 2902 SECP/TRAVEL



5513102903 551310 2903 SECP/TRAVEL



5513102905 551310 2905 SECP/TRAVEL



5513102906 551310 2906 SECP/TRAVEL



5513102908 551310 2908 SECP/TRAVEL



5513102909 551310 2909 SECP/TRAVEL



5513102910 551310 2910 SECP/TRAVEL



5513102911 551310 2911 SECP/TRAVEL



5513102912 551310 2912 SECP/TRAVEL



5513102913 551310 2913 SECP/TRAVEL



5513102914 551310 2914 SECP/TRAVEL



5513102915 551310 2915 SECP/TRAVEL



5513102916 551310 2916 SECP/TRAVEL



5513102917 551310 2917 SECP/TRAVEL



5513102918 551310 2918 SECP/TRAVEL



5513102919 551310 2919 SECP/TRAVEL



5513102920 551310 2920 SECP/TRAVEL



5513110000 551311 0000 ADMIN./NON-PERS.-SPACE COSTS



5513111000 551311 1000 EES/SPACE COSTS



5513111904 551311 1904 EES/SPACE COSTS



5513112000 551311 2000 SECP/SPACE COSTS



5513112914 551311 2914 SECP/SPACE COST



5513120000 551312 0000 ADMIN./NON-PERS.-SUPPLIES



5513121000 551312 1000 EES/SUPPLIES



5513121803 551312 1803 EES/SUPPLIES



5513121904 551312 1904 EES/SUPPLIES
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5513122000 551312 2000 SECP/SUPPLIES



5513122902 551312 2902 SECP/SUPPLIES



5513122905 551312 2905 SECP/SUPPLIES



5513122906 551312 2906 SECP/SUPPLIES



5513122908 551312 2908 SECP/SUPPLIES



5513122909 551312 2909 SECP/SUPPLIES



5513122910 551312 2910 SECP/SUPPLIES



5513122911 551312 2911 SECP/SUPPLIES



5513122912 551312 2912 SECP/SUPPLIES



5513122913 551312 2913 SECP/SUPPLIES



5513122914 551312 2914 SECP/SUPPLIES



5513122915 551312 2915 SECP/SUPPLIES



5513122916 551312 2916 SECP/SUPPLIES



5513122917 551312 2917 SECP/SUPPLIES



5513122918 551312 2918 SECP/SUPPLIES



5513122919 551312 2919 SECP/SUPPLIES



5513130000 551313 0000 ADMIN./NON-PERS.-EQUIPMENT



5513131000 551313 1000 EES/EQUIPMENT



5513131803 551313 1803 EES/EQUIPMENT



5513131904 551313 1904 EES/EQUIPMENT



5513132000 551313 2000 SECP/EQUIPMENT



5513132902 551313 2902 SECP/EQUIPMENT



5513132905 551313 2905 SECP/EQUIPMENT



5513132906 551313 2906 SECP/EQUIPMENT



5513132908 551313 2908 SECP/EQUIPMENT



5513132909 551313 2909 SECP/EQUIPMENT



5513132910 551313 2910 SECP/EQUIPMENT



5513132911 551313 2911 SECP/EQUIPMENT



5513132912 551313 2912 SECP/EQUIPMENT



5513132914 551313 2914 SECP/EQUIPMENT



5513132915 551313 2915 SECP/EQUIPMENT



5513132916 551313 2916 SECP/EQUIPMENT



5513132917 551313 2917 SECP/EQUIPMENT



5513132918 551313 2918 SECP/EQUIPMENT



5513132919 551313 2919 SECP/EQUIPMENT



5513132920 551313 2920 SECP/EQUIPMENT



5513140000 551314 0000 ADMIN./NON-PERS.-OTHER



5513141000 551314 1000 EES/OTHER DIRECT



5513141803 551314 1803 EES/OTHER DIRECT



5513141904 551314 1904 EES/OTHER DIRECT



5513142000 551314 2000 SECP/OTHER DIRECT



5513142901 551314 2901 SECP/OTHER DIRECT



5513142902 551314 2902 SECP/OTHER DIRECT



5513142904 551314 2904 SECP/OTHER DIRECT



5513142905 551314 2905 SECP/OTHER DIRECT



5513142906 551314 2906 SECP/OTHER DIRECT



5513142907 551314 2907 SECP/OTHER
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5513142908 551314 2908 SECP/OTHER DIRECT



5513142909 551314 2909 SECP/OTHER DIRECT



5513142910 551314 2910 SECP/OTHER DIRECT



5513142911 551314 2911 SECP/OTHER DIRECT



5513142912 551314 2912 SECP/OTHER DIRECT



5513142913 551314 2913 SECP/OTHER DIRECT



5513142914 551314 2914 SECP/OTHER DIRECT



5513142915 551314 2915 SECP/OTHER DIRECT



5513142916 551314 2916 SECP/OTHER DIRECT



5513142917 551314 2917 SECP/OTHER DIRECT



5513142918 551314 2918 SECP/OTHER DIRECT



5513142919 551314 2919 SECP/OTHER DIRECT



5513142920 551314 2920 SECP/OTHER DIRECT



5513150000 551315 0000 INTEREST SUBSIDY



5513152000 551315 2000 SECP/INTEREST SUBSIDY



5513152909 551315 2909 SECP/INTEREST SUBSIDY



5513160000 551316 0000 PRINCIPAL SUBSIDY



5513170000 551317 0000 SECP/TECHNOLOGY TRANSFER



5513172920 551317 2920 SECP/TECHNOLOGY TRANSFER



5513180000 551318 0000 SECP/FINANCIAL ASSISTANCE



5513182914 551318 2914 SECP/FINANCIAL ASSISTANCE



5513190000 551319 0000 CHILD CARE SUBSIDY



5513200000 551320 0000 OPERATIONS/PERS.-SAL. & WAGES



5513204000 551320 4000 OPERATIONS/SAL & WAGES - DISC



5513210000 551321 0000 OPERATIONS/PERSONNEL-FRINGE



5513220000 551322 0000 OPERATIONS/PERS.-CONSULTANT



5513230000 551323 0000 OPERATIONS/PRSNL-ACCRUED LEAVE



5513300000 551330 0000 OPERATIONS/NON-PERS. -TRAVEL



5513304000 551330 4000 OPERATIONS/TRAVEL - DISC



5513310000 551331 0000 OPERATIONS/NON-PERS.-SPACE



5513320000 551332 0000 OPERATIONS/NON-PERS.- SUPPLIES



5513330000 551333 0000 OPERATIONS/NON-PERS.- EQUIP.



5513340000 551334 0000 OPERATIONS/NON-PERS.- OTHER



5513344000 551334 4000 OPERATIONS/OTHER - DISC



5513350000 551335 0000 OPERATIONS/NON-PERS.DISASTER



5513400000 551340 0000 ADMIN./INDIRECT



5513410000 551341 0000 FIRST START CHILD CARE



5513500000 551350 0000 FOOD & NUTRITION



5513600000 551360 0000 CAP NETWORK/DRUG REHAB.



5513700000 551370 0000 ENGINEERING/EXXON SECP



5513800000 551380 0000 ENERGY MGMT. GRANTS/EXXON



5513900000 551390 0000 FIFO EXPENSES



5514000000 551400 0000 PS/TRANSPORTATION



5514005000 551400 5000 SERC/TRANSPORTATION



5514010000 551401 0000 PS/TOOLS & EQUIPMENT



5514015000 551401 5000 SERC/TOOLS & EQUIPMENT



5514020000 551402 0000 PS/ON-SITE SUPERVISION
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5514025000 551402 5000 SERC/ON-SITE SUPERVISION



5514030000 551403 0000 PS/LABOR-PAYROLL



5514035000 551403 5000 SERC/LABOR-PAYROLL



5514040000 551404 0000 PS/LABOR-SUBCONTRACTED



5514045000 551404 5000 SERC/LABOR-SUBCONTRACTED



5514050000 551405 0000 PS/STORAGE



5514055000 551405 5000 SERC/STORAGE



5514060000 551406 0000 PS/VEHICLES & EQUIPMENT



5514070000 551407 0000 PS/TOTAL OFFICE EXPENSES



5514075000 551407 5000 SERC/TOTAL OFFICE EXPENSES



5514080000 551408 0000 PS/STRIPPER WELL



5514090000 551409 0000 PS/PVE



5514100000 551410 0000 MATERIALS



5514105000 551410 5000 SERC/MATERIALS



5514110000 551411 0000 MATERIALS/PVE



5514200000 551420 0000 INSURANCE



5514205000 551420 5000 SERC/INSURANCE



5514210000 551421 0000 INSURANCE/PVE



5514300000 551430 0000 ADMINISTRATION



5514305000 551430 5000 SERC/ADMINISTRATION



5514310000 551431 0000 ADMIN/OIL



5514320000 551432 0000 ADMINISTRATION/HPG



5514330000 551433 0000 ADMIN/HPG-DOE



5514340000 551434 0000 AUDIT



5514345000 551434 5000 SERC/AUDIT



5514350000 551435 0000 EQUIPMENT



5514360000 551436 0000 CONTRACTUAL



5514400000 551440 0000 TRAINING/TRAVEL



5514402000 551440 2000 T/TA - TRAINING/TRAVEL



5514405000 551440 5000 SERC/TRAINING/TRAVEL



5514410000 551441 0000 CONSUMER EDUCATION



5514420000 551442 0000 HEALTH & SAFETY



5514425000 551442 5000 SERC/HEALTH & SAFETY



5514430000 551443 0000 INCENTIVE FUNDS



5514500000 551450 0000 ENERGY CONSERVATION



5514501100 551450 1100 ENERGY CONSV./ICP A-1



5514501200 551450 1200 ENERGY CONSV./ICP A-2



5514501300 551450 1300 ENERGY CONSV./ICP A-3



5514501400 551450 1400 ENERGY CONSV./ICP A-4



5514501500 551450 1500 ENERGY CONSV./ICP A-5



5514501600 551450 1600 ENERGY CONSV./ICP A-6



5514501700 551450 1700 ENERGY CONSV./ICP A-7



5514501800 551450 1800 ENERGY CONSV./ICP A-8



5514502100 551450 2100 ENERGY CONSV./ICP B-1



5514502200 551450 2200 ENERGY CONSV./ICP B-2



5514502300 551450 2300 ENERGY CONSV./ICP B-3



5514502400 551450 2400 ENERGY CONSV./ICP B-4
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5514502500 551450 2500 ENERGY CONSV./ICP B-5



5514502600 551450 2600 ENERCY CONSV./ICP B-6



5514502700 551450 2700 ENERGY CONSV./ICP B-7



5514502800 551450 2800 ENERGY CONSV./ICP B-8



5514503009 551450 3009 ICP-IX/ENERGY CONSERVATION



5514503010 551450 3010 ICP-X/ENERGY CONSERVATION



5514503011 551450 3011 ICP-XI/ENERGY CONSERVATION



5514503012 551450 3012 ICP-XII/ENERGY CONSERVATION



5514503100 551450 3100 ENERGY CONSV./ICP C-1



5514503200 551450 3200 ENERGY CONSV./ICP C-2



5514503300 551450 3300 ENERGY CONSV./ICP C-3



5514503400 551450 3400 ENERGY CONSV./ICP C-4



5514503500 551450 3500 ENERGY CONSV./ICP C-5



5514503600 551450 3600 ENERGY CONSV./ICP C-6



5514503700 551450 3700 ENERGY CONSV./ICP C-7



5514503800 551450 3800 ENERGY CONSV./ICP C-8



5514504100 551450 4100 ENERGY CONSV./ICP D-1



5514504200 551450 4200 ENERGY CONSV./ICP D-2



5514504300 551450 4300 ENERGY CONSV./ICP D-3



5514504400 551450 4400 ENERGY CONSV./ICP D-4



5514504500 551450 4500 ENERGY CONSV./ICP D-5



5514504600 551450 4600 ENERGY CONSV./ICP D-6



5514504700 551450 4700 ENERGY CONSV./ICP D-7



5514504800 551450 4800 ENERGY CONSV./ICP D-8



5514505100 551450 5100 ENERGY CONSV./ICP E-1



5514505200 551450 5200 ENERGY CONSV./ICP E-2



5514505300 551450 5300 ENERGY CONSV./ICP E-3



5514505400 551450 5400 ENERGY CONSV./ICP E-4



5514505500 551450 5500 ENERGY CONSV./ICP E-5



5514505600 551450 5600 ENERGY CONSV./ICP E-6



5514505700 551450 5700 ENERGY CONSV./ICP E-7



5514505800 551450 5800 ENERGY CONSV./ICP E-8



5514600000 551460 0000 LOANS



5514700000 551470 0000 T/TA-ICP



5514711000 551471 1000 T/TA CREDIT-ICP A



5514712000 551471 2000 T/TA CREDIT-ICP B



5514713000 551471 3000 T/TA CREDIT-ICP C



5514714000 551471 4000 T/TA CREDIT-ICP D



5514715000 551471 5000 T/TA CREDIT-ICP E



5514801000 551480 1000 ECM CREDIT-ICP A



5514802000 551480 2000 ECM CREDIT-ICP B



5514803000 551480 3000 ECM CREDIT-ICP C



5514804000 551480 4000 ECM CREDIT-ICP D



5514805000 551480 5000 ECM CREDIT-ICP E



5515000000 551500 0000 ADMIN./SALARIES & WAGES



5515010000 551501 0000 ADMIN./FRINGE



5515020000 551502 0000 ADMIN./TRAVEL
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5515030000 551503 0000 ADMIN./EQUIPMENT



5515040000 551504 0000 ADMIN./SUPPLIES



5515050000 551505 0000 ADMIN./CONTRACTUAL



5515060000 551506 0000 ADMIN./INDIRECT CHARGES



5515070000 551507 0000 ADMIN./OTHER



5515080000 551508 0000 PRINTING



5515100000 551510 0000 ENROLLEE/PERSONNEL



5515110000 551511 0000 ENROLLEE/FRINGE



5515120000 551512 0000 ENROLLEE/TRAVEL



5515130000 551513 0000 ENROLLEE/EQUIPMENT



5515140000 551514 0000 ENROLLEE/SUPPLIES



5515150000 551515 0000 ENROLLEE/CONTRACTUAL



5515160000 551516 0000 ENROLLEE/INDIRECT CHARGES



5515170000 551517 0000 ENROLLEE/OTHER



5515200000 551520 0000 OEC/PERSONNEL



5515210000 551521 0000 OEC/FRINGE



5515220000 551522 0000 OEC/TRAVEL



5515230000 551523 0000 OEC/EQUIPMENT



5515240000 551524 0000 OEC/SUPPLIES



5515250000 551525 0000 OEC/CONTRACTUAL



5515260000 551526 0000 OEC/INDIRECT CHARGES



5515270000 551527 0000 OEC/OTHER



5515300000 551530 0000 OEC/CONT.EXPENSE-IN-KIND



5516000000 551600 0000 ADMINISTRATION



5516000015 551600 0015 ADMINISTRATION/SW



5516000025 551600 0025 ADMINISTRATION/WDW RR



5516001000 551600 1000 ADULT ADMINISTRATION



5516001200 551600 1200 IIB-ADULT ADMINISTRATION



5516002000 551600 2000 YOUTH ADMINISTRATION



5516002200 551600 2200 IIB-YOUTH ADMINISTRATION



5516010000 551601 0000 ADMIN/TRANSFER TO ADULT



5516100000 551610 0000 PROGRAM SUPPORT



5516100015 551610 0015 PROGRAM ACTIVITIES/SW



5516100025 551610 0025 PROGRAM ACTIVITIES/WDW RR



5516101000 551610 1000 ADULT PARTICIPANT SUPPORT



5516101200 551610 1200 IIB-ADULT PARTICIPANT SUPPORT



5516102000 551610 2000 YOUTH PARTICIPANT SUPPORT



5516102200 551610 2200 IIB-YOUTH PARTICIPANT SUPPORT



5516110000 551611 0000 PROG SUPPORT/TRANSFER TO ADULT



5516200000 551620 0000 IN-SCHOOL



5516201000 551620 1000 ADULT TRAINING



5516201200 551620 1200 IIB-ADULT TRAINING



5516202000 551620 2000 YOUTH TRAINING



5516202200 551620 2200 IIB-YOUTH TRAINING



5516210000 551621 0000 OUT-OF-SCHOOL



5516300000 551630 0000 MATCH EXPENSE



5516400000 551640 0000 YOUTH
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5516500000 551650 0000 ENROLLMENT INCENTIVE



5516600000 551660 0000 TITLE IV-C BONUS



5516700000 551670 0000 TRAINING COST REBATE



5517000000 551700 0000 PERSONNEL



5517010000 551701 0000 FRINGE BENEFITS



5517020000 551702 0000 TRAVEL



5517030000 551703 0000 EQUIPMENT



5517040000 551704 0000 SUPPLIES



5517050000 551705 0000 CONTRACTUAL



5517060000 551706 0000 CONSTRUCTION



5517070000 551707 0000 OTHER



5517080000 551708 0000 INDIRECT CHARGES



5517300000 551730 0000 FEDERAL SHARE/JTPA



5517310000 551731 0000 NON-FEDERAL SHARE



5518000000 551800 0000 REHABILITATION



5518100000 551810 0000 SERVICES



5518200000 551820 0000 OPERATIONS



5518300000 551830 0000 MATCH EXPENSE



5518400000 551840 0000 PREVENTION



5518500000 551850 0000 ADMINISTRATION



5518600000 551860 0000 FINANCIAL ASSISTANCE



5518700000 551870 0000 HOUSING RELOCATION & STAB.



5518800000 551880 0000 DATA COLLECTION & EVALUATION



5518900000 551890 0000 RAPID RE-HOUSING



5519000000 551900 0000 MATCH EXPENSES



5520100000 552010 0000 ADMINISTRATION



5520200000 552020 0000 PLANNING



5520300000 552030 0000 ENGINEERING



5520400000 552040 0000 REHAB.



5520410000 552041 0000 REHAB.-RENTAL DEMO.



5520500000 552050 0000 ACQUISITION & DISPOSITION



5520600000 552060 0000 RELOCATION



5520700000 552070 0000 CLEARANCE



5520800000 552080 0000 UTILITIES-GAS



5520810000 552081 0000 UTILITIES-ELECTRIC



5520820000 552082 0000 UTILITIES-OTHER



5520900000 552090 0000 WATER SYSTEM



5520910000 552091 0000 SEWER SYSTEM



5521000000 552100 0000 SOLID WASTE



5521100000 552110 0000 COMMUNITY FACILITY



5521110000 552111 0000 NEIGHBORHOOD FACILITIES



5521120000 552112 0000 SENIOR CITIZEN CENTER



5521130000 552113 0000 OTHER FACILITIES/CENTER



5521200000 552120 0000 REMOVAL OF ARCH. BARRIERS



5521300000 552130 0000 PUBLIC SERVICES



5521400000 552140 0000 CODE ENFORCEMENT



5521500000 552150 0000 RECREATION
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5521600000 552160 0000 FIRE PROTECTION



5521700000 552170 0000 PARKING



5521800000 552180 0000 STREETS



5521900000 552190 0000 FLOOD & DRAINAGE



5522000000 552200 0000 ECON.DEV./FACILITY CONST. LOAN



5522010000 552201 0000 ECON.DEV./INFRASTRUCTURE IMP.



5522020000 552202 0000 ECON.DEV./EQUIPMENT-INV. LOANS



5522030000 552203 0000 ECON.DEV./COMM. REHAB. LOANS



5522040000 552204 0000 ECON.DEV./INDUS. REHAB. LOANS



5522050000 552205 0000 ECON.DEV./OTHER



5522100000 552210 0000 OTHER



5522200000 552220 0000 CONTINGENCIES



5522300000 552230 0000 MATCH



5523000000 552300 0000 ADMIN./PERSONNEL-SAL. & WAGES



5523010000 552301 0000 ADMIN./PERSONNEL-FRINGE



5523020000 552302 0000 ADMIN./PERSONNEL-CONSULTANT



5523100000 552310 0000 ADMIN./NON-PERS.-TRAVEL



5523110000 552311 0000 ADMIN./NON-PERS.-SPACE COSTS



5523120000 552312 0000 ADMIN./NON-PERS.-SUPPLIES



5523130000 552313 0000 ADMIN./NON-PERS.-EQUIPMENT



5523140000 552314 0000 ADMIN./NON-PERS.-OTHER



5523200000 552320 0000 OPERATIONS/PERS.-SAL. & WAGES



5523210000 552321 0000 OPERATIONS/PERSONNEL-FRINGE



5523220000 552322 0000 OPERATIONS/PERS.- CONSULTANT



5523300000 552330 0000 OPERATIONS/NON-PERS. - TRAVEL



5523310000 552331 0000 OPERATIONS/NON-PERS. - SPACE



5523320000 552332 0000 OPERATIONS/NON-PERS.- SUPPLIES



5523330000 552333 0000 OPERATIONS/NON-PERS.- EQUIP.



5523340000 552334 0000 OPERATIONS/NON-PERS.- OTHER



5523400000 552340 0000 ADMIN./INDIRECT



5523500000 552350 0000 OPERATIONS/INDIRECT



5524000000 552400 0000 PROGRAM SUPPORT/TRANSPORTATION



5524010000 552401 0000 PROGRAM SUPPORT/TOOLS & EQUIP.



5524020000 552402 0000 PROGRAM SUPPORT/ON-SITE SUPER.



5524030000 552403 0000 PROGRAM SUPPORT/LABOR-PAYROLL



5524040000 552404 0000 PROGRAM SUPPORT/LABOR-SUBCONT.



5524050000 552405 0000 PROGRAM SUPPORT/STORAGE



5524080000 552408 0000 PROGRAM SUPPORT/STRIPPER WELL



5524090000 552409 0000 PROGRAM SUPPORT/PVE



5524100000 552410 0000 MATERIALS



5524110000 552411 0000 MATERIALS/PVE



5524200000 552420 0000 INSURANCE



5524210000 552421 0000 INSURANCE/PVE



5524300000 552430 0000 ADMINISTRATION



5524310000 552431 0000 ADMINISTRATION/OIL



5524320000 552432 0000 ADMINISTRATION/HPG



5524330000 552433 0000 ADMIN/HPG-DOE
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5524400000 552440 0000 DURA TRAINING/TRAVEL



5524410000 552441 0000 CONSUMER EDUCATION



5524890000 552489 0000 TOTAL EARNED GRANT/WX.



5525000000 552500 0000 ADMIN./PERSONNEL



5525010000 552501 0000 ADMIN./FRINGE



5525020000 552502 0000 ADMIN./TRAVEL



5525030000 552503 0000 ADMIN./EQUIPMENT



5525040000 552504 0000 ADMIN./SUPPLIES



5525050000 552505 0000 ADMIN./CONTRACTUAL



5525060000 552506 0000 ADMIN./INDIRECT CHARGES



5525070000 552507 0000 ADMIN./OTHER



5525100000 552510 0000 ENROLLEE/PERSONNEL



5525110000 552511 0000 ENROLLEE/FRINGE



5525120000 552512 0000 ENROLLEE/TRAVEL



5525130000 552513 0000 ENROLLEE/EQUIPMENT



5525140000 552514 0000 ENROLLEE/SUPPLIES



5525150000 552515 0000 ENROLLEE/CONTRACTUAL



5525160000 552516 0000 ENROLLEE/INDIRECT CHARGES



5525170000 552517 0000 ENROLLEE/OTHER



5525200000 552520 0000 OEC/PERSONNEL



5525210000 552521 0000 OEC/FRINGE



5525220000 552522 0000 OEC/TRAVEL



5525230000 552523 0000 OEC/EQUIPMENT



5525240000 552524 0000 OEC/SUPPLIES



5525250000 552525 0000 OEC/CONTRACTUAL



5525260000 552526 0000 OEC/INDIRECT CHARGES



5525270000 552527 0000 OEC/OTHER



5525300000 552530 0000 OEC/CONT. EXPENSE IN-KIND



5526000000 552600 0000 ADMINISTRATION



5526100000 552610 0000 PARTICIPANT SUPPORT



5526200000 552620 0000 TRAINING



5526220000 552622 0000 NON-ADD/SUMMER YOUTH



5526230000 552623 0000 NON-ADD/PARTICIPANT COSTS



5526300000 552630 0000 MATCH EXPENSE



5526400000 552640 0000 YOUTH



5527000000 552700 0000 PERSONNEL



5527010000 552701 0000 FRINGE BENEFITS



5527020000 552702 0000 TRAVEL



5527030000 552703 0000 EQUIPMENT



5527040000 552704 0000 SUPPLIES



5527050000 552705 0000 CONTRACTUAL



5527060000 552706 0000 CONSTRUCTION



5527070000 552707 0000 OTHER



5527080000 552708 0000 INDIRECT CHARGES



5527300000 552730 0000 FEDERAL SHARE/JTPA



5527310000 552731 0000 NON-FEDERAL SHARE



5528000000 552800 0000 REHABILITATION
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5528100000 552810 0000 SERVICES



5528200000 552820 0000 OPERATIONS



5528300000 552830 0000 MATCH EXPENSE



5529000000 552900 0000 MATCH EXPENSES



5530000000 553000 0000 SUBGRANTEE EXPENSES



5530100000 553010 0000 ADMINISTRATION



5530150000 553015 0000 EQUIPMENT



5530200000 553020 0000 PLANNING



5530300000 553030 0000 ENGINEERING



5530400000 553040 0000 REHAB.



5530410000 553041 0000 REHAB.-RENTAL DEMO.



5530430000 553043 0000 REHAB.-CONVERSION



5530500000 553050 0000 ACQUISITION & DISPOSITION



5530600000 553060 0000 RELOCATION



5530700000 553070 0000 CLEARANCE



5530800000 553080 0000 UTILITIES



5530900000 553090 0000 WATER SYSTEM



5530910000 553091 0000 SEWER SYSTEM



5531000000 553100 0000 SOLID WASTE



5531100000 553110 0000 COMMUNITY FACILITY



5531110000 553111 0000 NEIGHBORHOOD FACILITIES



5531120000 553112 0000 SENIOR CITIZEN CENTER



5531130000 553113 0000 OTHER FACILITIES/CENTER



5531200000 553120 0000 REMOVAL OF ARCH. BARRIERS



5531300000 553130 0000 PUBLIC SERVICES



5531400000 553140 0000 CODE ENFORCEMENT



5531500000 553150 0000 RECREATION



5531600000 553160 0000 FIRE PROTECTION



5531700000 553170 0000 PARKING



5531800000 553180 0000 STREETS



5531900000 553190 0000 FLOOD & DRAINAGE



5532000000 553200 0000 ECON.DEV./FACILITY CONST. LOAN



5532010000 553201 0000 ECON.DEV./INFRASTRUCTURE IMP.



5532020000 553202 0000 ECON.DEV./EQUIPMENT-INV. LOANS



5532030000 553203 0000 ECON.DEV./COMM. REHAB. LOANS



5532040000 553204 0000 ECON.DEV./INDUS. REHAB. LOANS



5532050000 553205 0000 ECON.DEV./OTHER



5532100000 553210 0000 OTHER



5532200000 553220 0000 CONTINGENCIES



5532300000 553230 0000 MATCH



5532600000 553260 0000 NEW CONSTRUCTION



5533000000 553300 0000 ADMIN./PERS.-SALARIES & WAGES



5533010000 553301 0000 ADMIN./PERS.-FRINGE



5533020000 553302 0000 ADMIN./PERS.-CONSULTANT



5533100000 553310 0000 ADMIN./NON-PERS.-TRAVEL



5533110000 553311 0000 ADMIN./NON-PERS.-SPACE COSTS



5533120000 553312 0000 ADMIN./NON-PERS.-SUPPLIES
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5533130000 553313 0000 ADMIN./NON-PERS.-EQUIPMENT



5533140000 553314 0000 ADMIN./NON-PERS.-OTHER



5533200000 553320 0000 OPERATIONS/PERS. SAL. & WAGES



5533210000 553321 0000 OPERATIONS/PERSONNEL-FRINGE



5533220000 553322 0000 OPERATIONS/PERS.- CONSULTANT



5533300000 553330 0000 OPERATIONS/NON-PERS. - TRAVEL



5533310000 553331 0000 OPERATIONS/NON-PERS. - SPACE



5533320000 553332 0000 OPERATIONS/NON-PERS.- SUPPLIES



5533330000 553333 0000 OPERATIONS/NON-PERS.- EQUIP.



5533340000 553334 0000 OPERATIONS/NON-PERS.- OTHER



5533400000 553340 0000 ADMIN./INDIRECT



5533500000 553350 0000 OPERATIONS/INDIRECT



5534000000 553400 0000 PROGRAM SUPPORT/TRANSPORTATION



5534010000 553401 0000 PROGRAM SUPPORT/TOOLS & EQUIP.



5534020000 553402 0000 PROGRAM SUPPORT/ON-SITE SUPER.



5534030000 553403 0000 PROGRAM SUPPORT/LABOR-PAYROLL



5534040000 553404 0000 PROGRAM SUPPORT/LABOR-SUBCONT.



5534050000 553405 0000 PROGRAM SUPPORT/STORAGE



5534070000 553407 0000 PS/TOTAL OFFICE EXPENSES



5534080000 553408 0000 PROGRAM SUPPORT/STRIPPER WELL



5534090000 553409 0000 PROGRAM SUPPORT/PVE



5534100000 553410 0000 MATERIALS



5534110000 553411 0000 MATERIALS/PVE



5534200000 553420 0000 INSURANCE



5534210000 553421 0000 INSURANCE/PVE



5534300000 553430 0000 ADMINISTRATION



5534310000 553431 0000 ADMINISTRATION/OIL



5534320000 553432 0000 ADMINISTRATION/HPG



5534330000 553433 0000 ADMIN/HPG-DOE



5534340000 553434 0000 AUDIT



5534400000 553440 0000 DURA TRAINING/TRAVEL



5534410000 553441 0000 CONSUMER EDUCATION



5534420000 553442 0000 HEALTH & SAFETY



5535000000 553500 0000 ADMIN./PERSONNEL



5535010000 553501 0000 ADMIN./FRINGE



5535020000 553502 0000 ADMIN./TRAVEL



5535030000 553503 0000 ADMIN./EQUIPMENT



5535040000 553504 0000 ADMIN./SUPPLIES



5535050000 553505 0000 ADMIN./CONTRACTUAL



5535060000 553506 0000 ADMIN./INDIRECT



5535070000 553507 0000 ADMIN./OTHER



5535100000 553510 0000 ENROLLEE/PERSONNEL



5535110000 553511 0000 ENROLLEE/FRINGE



5535120000 553512 0000 ENROLLEE/TRAVEL



5535130000 553513 0000 ENROLLEE/EQUIPMENT



5535140000 553514 0000 ENROLLEE/SUPPLIES



5535150000 553515 0000 ENROLLEE/CONTRACTUAL
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5535160000 553516 0000 ENROLLEE/INDIRECT



5535170000 553517 0000 ENROLLEE/OTHER



5535200000 553520 0000 OEC/PERSONNEL



5535210000 553521 0000 OEC/FRINGE



5535220000 553522 0000 OEC/TRAVEL



5535230000 553523 0000 OEC/EQUIPMENT



5535240000 553524 0000 OEC/SUPPLIES



5535250000 553525 0000 OEC/CONTRACTUAL



5535260000 553526 0000 OEC/INDIRECT



5535270000 553527 0000 OEC/OTHER



5535300000 553530 0000 OEC/CONTRIBUTION EXP. IN-KIND



5536000000 553600 0000 ADMINISTRAGTION



5536100000 553610 0000 PARTICIPANT SUPPORT



5536200000 553620 0000 TRAINING



5536300000 553630 0000 MATCH EXPENSE



5536400000 553640 0000 YOUTH



5537000000 553700 0000 PERSONNEL



5537010000 553701 0000 FRINGE BENEFITS



5537020000 553702 0000 TRAVEL



5537030000 553703 0000 EQUIPMENT



5537040000 553704 0000 SUPPLIES



5537050000 553705 0000 CONTRACTUAL



5537060000 553706 0000 CONSTRUCTION



5537070000 553707 0000 OTHER



5537080000 553708 0000 INDIRECT CHARGES



5537300000 553730 0000 FEDERAL SHARE/JTPA



5537310000 553731 0000 NON-FEDERAL SHARE



5538000000 553800 0000 REHABILITATION



5538100000 553810 0000 SERVICES



5538200000 553820 0000 OPERATIONS



5538300000 553830 0000 MATCH EXPENSE



5539000000 553900 0000 MATCH EXPENSES



5540100000 554010 0000 ADMINISTRATION



5540200000 554020 0000 PLANNING



5540300000 554030 0000 ENGINEERING



5540400000 554040 0000 REHAB.



5540410000 554041 0000 REHAB./RENTAL DEMO.



5540500000 554050 0000 ACQUISITION & DISPOSITION



5540600000 554060 0000 RELOCATION



5540700000 554070 0000 CLEARANCE



5540800000 554080 0000 UTILITIES-GAS



5540810000 554081 0000 UTILITIES-ELECTRIC



5540820000 554082 0000 UTILITIES-OTHER



5540900000 554090 0000 WATER SYSTEM



5540910000 554091 0000 SEWER SYSTEM



5541000000 554100 0000 SOLID WASTE



5541100000 554110 0000 COMMUNITY FACILITY
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5541110000 554111 0000 NEIGHBORHOOD FACILITIES



5541120000 554112 0000 SENIOR CITIZEN CENTER



5541130000 554113 0000 OTHER FACILITIES/CENTER



5541200000 554120 0000 REMOVAL OF ARCH. BARRIERS



5541300000 554130 0000 PUBLIC SERVICES



5541400000 554140 0000 CODE ENFORCEMENT



5541500000 554150 0000 RECREATION



5541600000 554160 0000 FIRE PROTECTION



5541700000 554170 0000 PARKING



5541800000 554180 0000 STREETS



5541900000 554190 0000 FLOOD & DRAINAGE



5542000000 554200 0000 ECON.DEV./FACILITY CONST.LOANS



5542010000 554201 0000 ECON.DEV./INFRASTRUCTURE IMP.



5542020000 554202 0000 ECON.DEV./EQUIPMENT-INV. LOANS



5542030000 554203 0000 ECON.DEV./COMM. REHAB LOANS



5542040000 554204 0000 ECON.DEV./INDUS. REHAB LOANS



5542050000 554205 0000 ECON.DEV./OTHER



5542100000 554210 0000 OTHER



5542200000 554220 0000 CONTINGENCIES



5542300000 554230 0000 MATCH



5543000000 554300 0000 ADMIN./PERSONNEL-SAL. & WAGES



5543010000 554301 0000 ADMIN./PERSONNEL-FRINGE



5543020000 554302 0000 ADMIN./PERSONNEL-CONSULTANT



5543100000 554310 0000 ADMIN./NON-PERS.-TRAVEL



5543110000 554311 0000 ADMIN./NON-PERS.-SPACE COSTS



5543120000 554312 0000 ADMIN./NON-PERS.-SUPPLIES



5543130000 554313 0000 ADMIN./NON-PERS.-EQUIPMENT



5543140000 554314 0000 ADMIN./NON-PERS.-OTHER



5543200000 554320 0000 OPERATIONS/PERS. SAL. & WAGES



5543210000 554321 0000 OPERATIONS/PERSONNEL-FRINGE



5543220000 554322 0000 OPERATIONS/PERS.- CONSULTANT



5543300000 554330 0000 OPERATIONS/NON-PERS. - TRAVEL



5543310000 554331 0000 OPERATIONS/NON-PERS. - SPACE



5543320000 554332 0000 OPERATIONS/NON-PERS.- SUPPLIES



5543330000 554333 0000 OPERATIONS/NON-PERS.- EQUIP.



5543340000 554334 0000 OPERATIONS/NON-PERS.- OTHER



5543400000 554340 0000 ADMIN./INDIRECT



5543500000 554350 0000 OPERATIONS/INDIRECT



5544000000 554400 0000 PROGRAM SUPPORT/TRANSPORTATION



5544010000 554401 0000 PROGRAM SUPPORT/TOOLS & EQUIP.



5544020000 554402 0000 PROGRAM SUPPORT/ON-SITE SUPER.



5544030000 554403 0000 PROGRAM SUPPORT/LABOR-PAYROLL



5544040000 554404 0000 PROGRAM SUPPORT/LABOR-SUBCONT.



5544050000 554405 0000 PROGRAM SUPPORT/STORAGE



5544080000 554408 0000 PROGRAM SUPPORT/STRIPPER WELL



5544090000 554409 0000 PROGRAM SUPPORT/PVE



5544100000 554410 0000 MATERIALS
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5544110000 554411 0000 MATERIALS/PVE



5544200000 554420 0000 INSURANCE



5544210000 554421 0000 INSURANCE/PVE



5544300000 554430 0000 ADMINISTRATION



5544310000 554431 0000 ADMINISTRATION/OIL



5544320000 554432 0000 ADMINISTRATION/HPG



5544330000 554433 0000 ADMINISTRATION/DOE-HPG



5544400000 554440 0000 DURA TRAINING/TRAVEL



5544410000 554441 0000 CONSUMER EDUCATION



5545000000 554500 0000 ADMIN./PERSONNEL



5545010000 554501 0000 ADMIN./FRINGE



5545020000 554502 0000 ADMIN./TRAVEL



5545030000 554503 0000 ADMIN./EQUIPMENT



5545040000 554504 0000 ADMIN./SUPPLIES



5545050000 554505 0000 ADMIN./CONTRACTUAL



5545060000 554506 0000 ADMIN./INDIRECT



5545070000 554507 0000 ADMIN./OTHER



5545100000 554510 0000 ENROLLEE/PERSONNEL



5545110000 554511 0000 ENROLLEE/FRINGE



5545120000 554512 0000 ENROLLEE/TRAVEL



5545130000 554513 0000 ENROLLEE/EQUIPMENT



5545140000 554514 0000 ENROLLEE/SUPPLIES



5545150000 554515 0000 ENROLLEE/CONTRACTUAL



5545160000 554516 0000 ENROLLEE/INDIRECT



5545170000 554517 0000 ENROLLEE/OTHER



5545200000 554520 0000 OEC/PERSONNEL



5545210000 554521 0000 OEC/FRINGE



5545220000 554522 0000 OEC/TRAVEL



5545230000 554523 0000 OEC/EQUIPMENT



5545240000 554524 0000 OEC/SUPPLIES



5545250000 554525 0000 OEC/CONTRACTUAL



5545260000 554526 0000 OEC/INDIRECT



5545270000 554527 0000 OEC/OTHER



5545300000 554530 0000 OEC/CONTRIBUTION EXP. IN-KIND



5546000000 554600 0000 ADMINISTRATION



5546100000 554610 0000 PARTICIPANT SUPPORT



5546200000 554620 0000 TRAINING



5546300000 554630 0000 MATCH EXPENSE



5546400000 554640 0000 YOUTH



5547000000 554700 0000 PERSONNEL



5547010000 554701 0000 FRINGE BENEFITS



5547020000 554702 0000 TRAVEL



5547030000 554703 0000 EQUIPMENT



5547040000 554704 0000 SUPPLIES



5547050000 554705 0000 CONTRACTUAL



5547060000 554706 0000 CONSTRUCTION



5547070000 554707 0000 OTHER
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5547080000 554708 0000 INDIRECT CHARGES



5547300000 554730 0000 FEDERAL SHARE/JTPA



5547310000 554731 0000 NON-FEDERAL SHARE



5548000000 554800 0000 REHABILITATION



5548100000 554810 0000 SERVICES



5548200000 554820 0000 OPERATIONS



5548300000 554830 0000 MATCH EXPENSE



5549000000 554900 0000 MATCH EXPENSES



5550100000 555010 0000 ADMINISTRATION



5550110000 555011 0000 PROG.INC./ADMIN.



5550200000 555020 0000 PLANNING



5550300000 555030 0000 ENGINEERING



5550400000 555040 0000 REHAB.



5550410000 555041 0000 REHAB.-RENTAL DEMO.



5550500000 555050 0000 ACQUISITION & DISPOSITION



5550600000 555060 0000 RELOCATION



5550700000 555070 0000 CLEARANCE



5550800000 555080 0000 UTILITIES



5550900000 555090 0000 WATER SYSTEM



5550910000 555091 0000 SEWER SYSTEM



5551000000 555100 0000 SOLID WASTE



5551100000 555110 0000 COMMUNITY FAILITY



5551110000 555111 0000 NEIGHBORHOOD FACILITIES



5551120000 555112 0000 SENIOR CITIZENS CENTER



5551130000 555113 0000 OTHER FACILITIES/CENTER



5551200000 555120 0000 REMOVAL OF ARCH. BARRIERS



5551300000 555130 0000 PUBLIC SERVICES



5551400000 555140 0000 CODE ENFORCEMENT



5551500000 555150 0000 RECREATION



5551600000 555160 0000 FIRE PROTECTION



5551700000 555170 0000 PARKING



5551800000 555180 0000 PARKING



5551900000 555190 0000 FLOOD & DRAINAGE



5552000000 555200 0000 ECON.DEV./FACILITY CONST.LOAN



5552010000 555201 0000 ECON.DEV./INFRAS. IMP.



5552020000 555202 0000 ECON.DEV./EQUIP-INV. LOANS



5552030000 555203 0000 ECON.DEV./COMM. REHAB. LOANS



5552040000 555204 0000 ECON.DEV./IND. REHAB LOANS



5552050000 555205 0000 ECON.DEV./OTHER



5552100000 555210 0000 OTHER/MATCH



5552110000 555211 0000 PROG.INC./OTHER



5552200000 555220 0000 CONTINGENCIES



5552300000 555230 0000 MATCH EXPENSES



5552300001 555230 0001 CASH (NON-FEDERAL SOURCES)



5552300002 555230 0002 FOREGONE TAXES, FEES, CHARGES



5552300003 555230 0003 APPRAISED LAND/REAL PROPERTY



5552300004 555230 0004 REQUIRED INFRASTRUCTURE
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5552300005 555230 0005 PROCEEDS/SALE OF MRTG.REV.BOND



5552300006 555230 0006 DONATED SITE PREP. MTS, LABOR



5552300007 555230 0007 DONATED USE-CONSTRUCTION EQUIP



5552300008 555230 0008 DONATED LABOR/PROF. SERVICES



5552300009 555230 0009 SWEAT EQUITY



5552300010 555230 0010 SUPPORTIVE SERVICES



5552300011 555230 0011 HOMEBUYER COUNSELING SERVICES



5552900000 555290 0000 PROGRAM INCOME EXPENDED



5553000000 555300 0000 ADMIN/PERS.-SALARIES & WAGES



5553010000 555301 0000 ADMIN./PERS.-FRINGE



5553020000 555302 0000 ADMIN./PERS.-CONSULTANT



5553100000 555310 0000 ADMIN./NON-PERS.-TRAVEL



5553110000 555311 0000 ADMIN./NON-PERS.-SPACE COSTS



5553120000 555312 0000 ADMIN./NON-PERS.-SUPPLIES



5553130000 555313 0000 ADMIN./NON-PERS.-LEASE



5553140000 555314 0000 ADMIN./NON-PERS.-OTHER DIRECT



5553200000 555320 0000 COST/PERS.-SALARIES & WAGES



5553210000 555321 0000 COST/PERS.-FRINGE



5553220000 555322 0000 COST/PERS.-CONSULTANT



5553300000 555330 0000 COST/NON-PERS.-TRAVEL



5553310000 555331 0000 COST/NON-PERS.-SPACE COSTS



5553320000 555332 0000 COST/NON-PERS.-SUPPLIES



5553330000 555333 0000 COST/NON-PERS.-LEASE



5553340000 555334 0000 COST/NON-PERS.-OTHER DIRECT



5553400000 555340 0000 ADMIN./INDIRECT



5553500000 555350 0000 OPERATIONS/INDIRECT



5554000000 555400 0000 PROGRAM SUPPORT/TRANSPORTATION



5554010000 555401 0000 PROGRAM SUPPORT/TOOLS&EQUIP.



5554020000 555402 0000 PROGRAM SUPPORT/ONSITE SUP.



5554030000 555403 0000 PROGRAM SUPPORT/LABOR-PAYROLL



5554040000 555404 0000 PROGRAM SUPPORT/LABOR-SUB.



5554050000 555405 0000 PROGRAM SUPPORT/STORAGE



5554080000 555408 0000 PROGRAM SUPPORT/STRIPPER WELL



5554090000 555409 0000 PROGRAM SUPPORT/PVE



5554100000 555410 0000 MATERIALS



5554110000 555411 0000 MATERIALS/PVE



5554200000 555420 0000 INSURANCE



5554210000 555421 0000 INSURANCE/PVE



5554300000 555430 0000 ADMINISTRATION



5554310000 555431 0000 ADMINISTRATION/OIL



5554320000 555432 0000 ADMINISTRATION/HPG



5554330000 555433 0000 ADMIN/HPG-DOE



5554400000 555440 0000 DURA TRAINING/TRAVEL



5554410000 555441 0000 CONSUMER EDUCATION



5554501100 555450 1100 ENERGY CONSV./ICP A-1



5554501200 555450 1200 ENERGY CONSV./ICP A-2



5554501300 555450 1300 ENERGY CONSV./ICP A-3
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5554501400 555450 1400 ENERGY CONSV./ICP A-4



5554501500 555450 1500 ENERGY CONSV./ICP A-5



5554501600 555450 1600 ENERGY CONSV./ICP A-6



5554501700 555450 1700 ENERGY CONSV./ICP A-7



5554501800 555450 1800 ENERGY CONSV.ICP A-8



5554502100 555450 2100 ENERGY CONSV./ICP B-1



5554502200 555450 2200 ENERGY CONSV./ICP B-2



5554502300 555450 2300 ENERGY CONSV./ICP B-3



5554502400 555450 2400 ENERGY CONSV./ICP B-4



5554502500 555450 2500 ENERGY CONSV./ICP B-5



5554502600 555450 2600 ENERGY CONSG./ICP B-6



5554502700 555450 2700 ENERGY CONSV./ICP B-7



5554502800 555450 2800 ENERGY CONSV./ICP B-8



5554503100 555450 3100 ENERGY CONSV./ICP C-1



5554503200 555450 3200 ENERGY CONSV./ICP C-2



5554503300 555450 3300 ENERGY CONSV./ICP C-3



5554503400 555450 3400 ENERGY CONSV./ICP C-4



5554503500 555450 3500 ENERGY CONSV./ICP C-5



5554503600 555450 3600 ENERGY CONSV./ICP C-6



5554503700 555450 3700 ENERGY CONSV./ICP C-7



5554503800 555450 3800 ENERGY CONSV./ICP C-8



5554504100 555450 4100 ENERGY CONSV./ICP D-1



5554504200 555450 4200 ENERGY CONSV./ICP D-2



5554504300 555450 4300 ENERGY CONSV./ICP D-3



5554504400 555450 4400 ENERGY CONSV./ICP D-4



5554504500 555450 4500 ENERGY CONSV./ICP D-5



5554504600 555450 4600 ENERGY CONSV./ICP D-6



5554504700 555450 4700 ENERGY CONSV./ICP D-7



5554504800 555450 4800 ENERCY CONSV/ICP D-8



5554505100 555450 5100 ENERGY CONSV./ICP E-1



5554505200 555450 5200 ENERGY CONSV./ICP E-2



5554505300 555450 5300 ENERGY CONSV./ICP E-3



5554505400 555450 5400 ENERGY CONSV./ICP E-4



5554505500 555450 5500 ENERGY CONSV./ICP E-5



5554505600 555450 5600 ENERGY CONSV./ICP E-6



5554505700 555450 5700 ENERGY CONSV./ICP E-7



5554505800 555450 5800 ENERGY CONSV./ICP E-8



5554700000 555470 0000 T/TA-ICP



5554711000 555471 1000 T/TA CREDIT-ICP A



5554712000 555471 2000 T/TA CREDIT-ICP B



5554713000 555471 3000 T/TA CREDIT-ICP C



5554714000 555471 4000 T/TA CREDIT-ICP D



5554715000 555471 5000 T/TA CREDIT-ICP E



5554801000 555480 1000 ECM CREDIT-ICP A



5554802000 555480 2000 ECM CREDIT-ICP B



5554803000 555480 3000 ECM CREDIT-ICP C



5554804000 555480 4000 ECM CREDIT-ICP D
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5554805000 555480 5000 ECM CREDIT-ICP E



5554890000 555489 0000 TOTAL



5555000000 555500 0000 ADMINS/PERSONNEL



5555010000 555501 0000 ADMINS/FRINGE



5555020000 555502 0000 ADMIN/TRAVEL



5555030000 555503 0000 ADMIN/EQUIP.



5555040000 555504 0000 ADMIN/SUPPLIES



5555050000 555505 0000 ADMIN/CONTRACTUAL



5555060000 555506 0000 ADMIN/INDIRECT CHARGES



5555100000 555510 0000 ENROLLEE/PERSONNEL



5555110000 555511 0000 ENROLLEE/FRINGE



5555120000 555512 0000 ENROLLEE/TRAVEL



5555130000 555513 0000 ENROLLEE/EQUIP.



5555140000 555514 0000 ENROLLEE/SUPPLIES



5555150000 555515 0000 ENROLLEE/CONTRACTUAL



5555160000 555516 0000 ENROLLEE/INDIRECT CHARGES



5555170000 555517 0000 ENROLLEE/OTHER



5555200000 555520 0000 OEC/PERSONNEL



5555210000 555521 0000 OEC/FRINGE



5555220000 555522 0000 OEC/TRAVEL



5555230000 555523 0000 OEC/EQUIP.



5555240000 555524 0000 OEC/SUPPLIES



5555250000 555525 0000 OEC/CONTRACTUAL



5555260000 555526 0000 OEC/INDIRECT CHARGES



5555270000 555527 0000 OEC/OTHER



5555300000 555530 0000 OEC/CONTR. EXPENSE/INKIND



5555890000 555589 0000 TOTAL



5556000000 555600 0000 ADMINISTRATION



5556001000 555600 1000 ADULT ADMINISTRATION



5556002000 555600 2000 YOUTH-ADMINISTRATION



5556010000 555601 0000 ADMIN/TRANSFER TO ADULT



5556020000 555602 0000 ADMIN/TRANSFER TO DLW



5556100000 555610 0000 PARTICIPANT SUPPORT



5556101000 555610 1000 ADULT-PARTICIPANT SUPPORT



5556102000 555610 2000 YOUTH-PARTICIPANT SUPPORT



5556110000 555611 0000 PROG SUPPORT/TRANSFER TO ADULT



5556120000 555612 0000 PROG SUPPORT/TRANSFER TO DLW



5556200000 555620 0000 TRAINING



5556201000 555620 1000 ADULT-TRAINING



5556202000 555620 2000 YOUTH-TRAINING



5556300000 555630 0000 ADMIN. STAND-IN COSTS



5556300015 555630 0015 STAND-IN COSTS/ADMIN-WDW SW



5556300025 555630 0025 STAND-IN COSTS/ADMIN. WDW RR



5556310000 555631 0000 PROGRAM STAND-IN COSTS



5556310015 555631 0015 STAND-IN COSTS/PROGRAM-WDW SW



5556310025 555631 0025 STAND-IN COSTS/PROGRAM WDW RR



5556400000 555640 0000 YOUTH
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5556890000 555689 0000 TOTAL



5556900000 555690 0000 PROG.INCOME/EXPENDED ADMIN.



5556900015 555690 0015 PROG. INCOME/EXPENDED ADMIN SW



5556900025 555690 0025 PROG.INCOME/EXPENDED PROG.  RR



5556910000 555691 0000 PROG.INCOME/EXPENDED PROGRAM



5556910015 555691 0015 PROG. INCOME/EXPENDED PROG SW



5556910025 555691 0025 PROG.INCOME/EXPENDED PROG. RR



5557000000 555700 0000 PERSONNEL



5557010000 555701 0000 FRINGE BENEFITS



5557020000 555702 0000 TRAVEL



5557030000 555703 0000 EQUIPMENT



5557040000 555704 0000 SUPPLIES



5557050000 555705 0000 CONTRACTUAL



5557060000 555706 0000 CONSTRUCTION



5557070000 555707 0000 OTHER



5557080000 555708 0000 INDIRECT CHARGES



5557300000 555730 0000 FEDERAL SHARE/JTPA



5557310000 555731 0000 NON-FEDERAL SHARE



5558000000 555800 0000 REHABILITATION



5558100000 555810 0000 SERVICES



5558200000 555820 0000 OPERATIONS



5558300000 555830 0000 MATCH EXPENSE



5558400000 555840 0000 LEVERAGED/PREVENTION



5558500000 555850 0000 LEVERAGED/ADMIN



5558890000 555889 0000 TOTAL GRANTEE EXPENSES



5559000000 555900 0000 MATCH EXPENSE



5559010000 555901 0000 MATCH EXPENSE/OIL-ICP



5559020000 555902 0000 MATCH EXPENSE/OIL-SECP



5559030000 555903 0000 MATCH EXPENSE/OIL-EES



5610100000 561010 0000 ADMIN./PERS.-SALARIES & WAGES



5610110000 561011 0000 ADMIN./PERS.-FRINGE



5610120000 561012 0000 ADMIN./PERS.-CONSULTANT



5610200000 561020 0000 ADMIN./NON-PERS.-TRAVEL



5610210000 561021 0000 ADMIN./NON-PERS.-SPACE COSTS



5610220000 561022 0000 ADMIN./NON-PERS.-SUPPLIES



5610230000 561023 0000 ADMIN./NON-PERS.-EQUIPMENT



5610240000 561024 0000 ADMIN./NON-PERS.-OTHER



5610300000 561030 0000 COST/PERS.-SALARIES & WAGES



5610310000 561031 0000 COST/PERS.-FRINGE



5610320000 561032 0000 COST/PERS.-CONSULTANT



5610400000 561040 0000 COST/NON-PERS.-TRAVEL



5610410000 561041 0000 COST/NON-PERS.-SPACE COSTS



5610420000 561042 0000 COST/NON-PERS.-SUPPLIES



5610430000 561043 0000 COST/NON-PERS.-EQUIPMENT



5610440000 561044 0000 COST/NON-PERS.-OTHER



5610500000 561050 0000 INDIRECT COSTS



5610600000 561060 0000 CASH MATCH EXPENSES
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5610700000 561070 0000 IN-KIND MATCH EXPENSES



5611210000 561121 0000 VOL.SUPP./TRAVEL-LONG DISTANCE



5611500000 561150 0000 VOL.SUPP./CONTRACTUAL SERVICES



5611600000 561160 0000 VOL.SUPP./OTHER-ACCOUNTING



5611610000 561161 0000 VOL.SUPP./OTHER-COMMUNICATIONS



5611620000 561162 0000 VOL.SUPP./OTHER-PRINTING



5611630000 561163 0000 VOL.SUPP./OTHER-SPACE



5611640000 561164 0000 VOL.SUPP./OTHER-AUDIT



5611700000 561170 0000 VOLUNTEER SUPPORT/INDIRECT



5611800000 561180 0000 VOLUNTEER/PERSONNEL-STIPENDS



5611900000 561190 0000 VOLUNTEER/FRINGE-MEALS



5611910000 561191 0000 VOLUNTEER/FRINGE-FICA



5611920000 561192 0000 VOLUNTEER/FRINGE-UNIFORMS



5611930000 561193 0000 VOLUNTEER/FRINGE-INSURANCE



5611940000 561194 0000 VOLUNTEER/FRINGE-RECOGNITION



5611950000 561195 0000 VOLUNTEER/FRINGE-PHYSICALS



5611960000 561196 0000 VOLUNTEER/FRINGE-OTHER



5612000000 561200 0000 VOLUNTEER/TRAVEL



5612100000 561210 0000 VOLUNTEER/WORKSHOPS



5612200000 561220 0000 VOLUNTEER/OTHER



5613000000 561300 0000 SALARIES & FRINGE



5613010000 561301 0000 FRINGE BENEFITS



5613020000 561302 0000 CONSULTANT/PROFESSIONAL



5613100000 561310 0000 TRAVEL



5613110000 561311 0000 SPACE COSTS



5613200000 561320 0000 SUPPLIES



5613300000 561330 0000 EQUIPMENT



5613400000 561340 0000 EQUIPMENT REPAIR &/OR MAINT.



5613500000 561350 0000 CONTRACTUAL



5613600000 561360 0000 OTHER



5613610000 561361 0000 OTHER/TELEPHONE



5613700000 561370 0000 INDIRECT



5620100000 562010 0000 ADMIN./PERS.-SALARIES & WAGES



5620110000 562011 0000 ADMIN./PERS.-FRINGE



5620120000 562012 0000 ADMIN./PERS.-CONSULTANT



5620200000 562020 0000 ADMIN./NON-PERS.-TRAVEL



5620210000 562021 0000 ADMIN./NON-PERS.-SPACE COSTS



5620220000 562022 0000 ADMIN./NON-PERS.-SUPPLIES



5620230000 562023 0000 ADMIN./NON-PERS.-EQUIPMENT



5620240000 562024 0000 ADMIN./NON-PERS.-OTHER



5620300000 562030 0000 COST/PERS.-SALARIES & WAGES



5620310000 562031 0000 COST/PERS.-FRINGE



5620320000 562032 0000 COST/PERS.-CONSULTANT



5620400000 562040 0000 COST/NON-PERS.-TRAVEL



5620410000 562041 0000 COST/NON-PERS.-SPACE COSTS



5620420000 562042 0000 COST/NON-PERS.-SUPPLIES



5620430000 562043 0000 COST/NON-PERS.-EQUIPMENT
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5620440000 562044 0000 COST/NON-PERS.-OTHER



5620500000 562050 0000 INDIRECT COSTS



5620600000 562060 0000 CASH MATCH EXPENSES



5620700000 562070 0000 IN-KIND MATCH EXPENSES



5621200000 562120 0000 VOL.SUPP./TRAVEL-LOCAL



5621210000 562121 0000 VOL.SUPP./TRAVEL-LONG DISTANCE



5621300000 562130 0000 VOL.SUPP./EQUIPMENT



5621400000 562140 0000 VOL.SUPP./SUPPLIES



5621500000 562150 0000 VOL.SUPP./CONTRACTUAL SERVICES



5621600000 562160 0000 VOL.SUPP./OTHER-ACCOUNTING



5621610000 562161 0000 VOL.SUPP./OTHER-COMMUNICATIONS



5621620000 562162 0000 VOL.SUPP./OTHER-PRINTING



5621630000 562163 0000 VOL.SUPP./OTHER-SPACE



5621640000 562164 0000 VOL.SUPP./OTHER-AUDIT



5621700000 562170 0000 VOLUNTEER SUPPORT/INDIRECT



5621800000 562180 0000 VOLUNTEER/PERSONNEL-STIPENDS



5621900000 562190 0000 VOLUNTEER/FRINGE-MEALS



5621910000 562191 0000 VOLUNTEER/FRINGE-FICA



5621920000 562192 0000 VOLUNTEER/FRINGE-UNIF



5621930000 562193 0000 VOLUNTEER/FRINGE-INSURANCE



5621940000 562194 0000 VOLUNTEER/FRINGE-RECOGNITION



5621950000 562195 0000 VOLUNTEER/FRINGE-PHYSICALS



5621960000 562196 0000 VOLUNTEER/FRINGE-OTHER



5622000000 562200 0000 VOLUNTEER/TRAVEL



5622100000 562210 0000 VOLUNTEER/WORKSHOPS



5622200000 562220 0000 VOLUNTEER/OTHER



5623000000 562300 0000 SALARIES & FRINGE



5623100000 562310 0000 TRAVEL



5623200000 562320 0000 SUPPLIES



5623300000 562330 0000 EQUIPMENT



5623400000 562340 0000 EQUIPMENT REPAIR &/OR MAINT.



5623500000 562350 0000 CONTRACTUAL



5623600000 562360 0000 OTHER



5630000000 563000 0000 SUBGRANTEE EXPENSES



5630100000 563010 0000 AD/P-SALARIES & WAGES



5630110000 563011 0000 AD/P-FRINGE



5630120000 563012 0000 AD/P-CONSULTANT



5630130000 563013 0000 AD/P-ACCRUED LEAVE



5630200000 563020 0000 AD/NP-TRAVEL



5630210000 563021 0000 AD/NP-SPACE COSTS



5630220000 563022 0000 AD/NP-SUPPLIES



5630230000 563023 0000 AD/NP-EQUIPMENT



5630240000 563024 0000 AD/NP-OTHER



5630290000 563029 0000 ADMINISTRATION



5630300000 563030 0000 OP/P-SALARIES & WAGES



5630310000 563031 0000 OP/P-FRINGE



5630320000 563032 0000 OP/P-CONSULTANT
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5630330000 563033 0000 OP/P-ACCRUED LEAVE



5630400000 563040 0000 OP/NP-TRAVEL



5630410000 563041 0000 OP/NP-SPACE



5630420000 563042 0000 OP/NP-SUPPLIES



5630430000 563043 0000 OP/NP-EQUIPMENT



5630440000 563044 0000 OP/NP-OTHER



5630490000 563049 0000 OPERATIONS



5630500000 563050 0000 INDIRECT COSTS



5630600000 563060 0000 CASH MATCH EXPENSES



5630700000 563070 0000 IN-KIND MATCH EXPENSES



5631000000 563100 0000 OP/NP-UTILITY-DEPOSIT



5631010000 563101 0000 OP/NP-UTILITY-PREVENTION



5631100000 563110 0000 OP/NP-RENT-DEPOSIT



5631110000 563111 0000 OP/NP-RENT-PREVENTION



5631120000 563112 0000 OP/NP-RENT-FIRST MONTH



5631200000 563120 0000 OP/NP-CASE MANAGEMENT



5631210000 563121 0000 VS/TRAVEL-LONG DISTANCE



5631300000 563130 0000 OP/NP-TRANSIT



5631400000 563140 0000 OP/NP-SHELTER OPERATIONS



5631500000 563150 0000 OP/NP-DOWNPAYMENT ASSISTANCE



5631600000 563160 0000 VS/OTHER-ACCOUNTING



5631610000 563161 0000 VS/OTHER-COMMUNICATIONS



5631620000 563162 0000 VS/OTHER-PRINTING



5631630000 563163 0000 VS/OTHER-SPACE



5631640000 563164 0000 VS/OTHER-AUDIT



5631650000 563165 0000 VS/OTHER-ACQUISITION



5631700000 563170 0000 VS/INDIRECT



5631800000 563180 0000 V/PERSONNEL-STIPENDS



5631900000 563190 0000 V/FRINGE-MEALS



5631910000 563191 0000 V/FRINGE-FICA



5631920000 563192 0000 V/FRINGE-UNIFORMS



5631930000 563193 0000 V/FRINGE-INSURANCE



5631940000 563194 0000 V/FRINGE-RECOGNITION



5631950000 563195 0000 V/FRINGE-PHYSICALS



5631960000 563196 0000 V/FRINGE-OTHER



5632000000 563200 0000 V/TRAVEL



5632100000 563210 0000 V/WORKSHOPS



5632200000 563220 0000 V/OTHER



5633000000 563300 0000 SALARIES & WAGES



5633001000 563300 1000 SALARIES & WAGES/SS-FED



5633010000 563301 0000 FRINGE BENEFITS



5633011000 563301 1000 FRINGE/SS-FED



5633020000 563302 0000 CONSULTANT/PROFESSIONAL



5633021000 563302 1000 CONSULTANT/SS-FED



5633100000 563310 0000 TRAVEL



5633101000 563310 1000 TRAVEL/SS-FED



5633110000 563311 0000 SPACE COSTS
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5633111000 563311 1000 SPACE COSTS/SS-FED



5633200000 563320 0000 SUPPLIES



5633201000 563320 1000 SUPPLIES/SS-FED



5633210000 563321 0000 PRINTING



5633300000 563330 0000 EQUIPMENT



5633301000 563330 1000 EQUIPMENT/SS-FED



5633400000 563340 0000 EQUIPMENT REPAIR &/OR MAINT.



5633401000 563340 1000 EQ.REPAIR OR MAINT./SS-FED



5633500000 563350 0000 CONTRACTUAL



5633501000 563350 1000 CONTRACTUAL/SS-FED



5633600000 563360 0000 OTHER



5633601000 563360 1000 OTHER/SS-FED



5633610000 563361 0000 OTHER/TELEPHONE



5633611000 563361 1000 OTHER-PHONE/SS-FED



5633620000 563362 0000 OTHER/FEDERAL MATCHING



5633621000 563362 1000 OTHER-FED MATCH/SS-FED



5633630000 563363 0000 OTHER/OTHER MATCHING



5633631000 563363 1000 OTHER-OTHER MATCH/SS-FED



5633640000 563364 0000 OTHER/MISCELLANEOUS



5633641000 563364 1000 OTHER-MISC/SS-FED



5633700000 563370 0000 INDIRECT



5633701000 563370 1000 INDIREC/SS-FED



5633710000 563371 0000 PATIENT CARE/OUTPATIENT



5633800000 563380 0000 MATERIALS



5634000000 563400 0000 SALARIES & FRINGE



5634100000 563410 0000 TRAVEL



5634200000 563420 0000 SUPPLIES



5634300000 563430 0000 EQUIPMENT



5634400000 563440 0000 CONTRACTUAL



5634500000 563450 0000 INPATIENT CARE



5634510000 563451 0000 OUTPATIENT CARE



5634600000 563460 0000 ALTERATIONS/RENOVATIONS



5634700000 563470 0000 OTHER



5635100000 563510 0000 PUBLIC MATCH



5635200000 563520 0000 PRIVATE MATCH



5635300000 563530 0000 BUSINESS VENTURE REGISTRATION



5635400000 563540 0000 BUS. VENTURE FIN. PLACEMENT



5635500000 563550 0000 JOB CREATION



5635600000 563560 0000 PLANNING



5635700000 563570 0000 PROJECTS



5640100000 564010 0000 ADMIN./PERS.-SALARIES & WAGES



5640110000 564011 0000 ADMIN./PERS.-FRINGE



5640120000 564012 0000 ADMIN./PERS.-CONSULTANT



5640200000 564020 0000 ADMIN./NON-PERS.-TRAVEL



5640210000 564021 0000 ADMIN./NON-PERS.-SPACE COSTS



5640220000 564022 0000 ADMIN./NON-PERS.-SUPPLIES



5640230000 564023 0000 ADMIN./NON-PERS.-EQUIPMENT
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5640240000 564024 0000 ADMIN./NON-PERS.-OTHER



5640300000 564030 0000 COST/PERS.-SALARIES & WAGES



5640310000 564031 0000 COST/PERS.-FRINGE



5640320000 564032 0000 COST/PERS.-CONSULTANT



5640400000 564040 0000 COST/NON-PERS.-TRAVEL



5640410000 564041 0000 COST/NON-PERS.-SPACE COSTS



5640420000 564042 0000 COST/NON-PERS.-SUPPLIES



5640430000 564043 0000 COST/NON-PERS.-EQUIPMENT



5640440000 564044 0000 COST/NON-PERS.-OTHER



5640500000 564050 0000 INDIRECT COSTS



5640600000 564060 0000 CASH MATCH EXPENSES



5640700000 564070 0000 IN-KIND MATCH EXPENSES



5641000000 564100 0000 VOL.SUPP./PERSONNEL



5641100000 564110 0000 VOL.SUPP./FRINGE



5641200000 564120 0000 VOL.SUPP./TRAVEL-LOCAL



5641210000 564121 0000 VOL.SUPP./TRAVEL-LONG DISTANCE



5641300000 564130 0000 VOL.SUPP./EQUIPMENT



5641400000 564140 0000 VOL.SUPP./SUPPLIES



5641500000 564150 0000 VOL.SUPP./CONTRACTUAL SERVICES



5641600000 564160 0000 VOL.SUPP./OTHER-ACCOUNTING



5641610000 564161 0000 VOL.SUPP./OTHER-COMMUNICATIONS



5641620000 564162 0000 VOL.SUPP./OTHER-PRINTING



5641630000 564163 0000 VOL.SUPP./OTHER-SPACE



5641640000 564164 0000 VOL.SUPP./OTHER-AUDIT



5641700000 564170 0000 VOLUNTEER SUPPORT/INDIRECT



5641800000 564180 0000 VOLUNTEER/PERSONNEL-STIPENDS



5641900000 564190 0000 VOLUNTEER/FRINGE-MEALS



5641910000 564191 0000 VOLUNTEER/FRINGE-FICA



5641920000 564192 0000 VOLUNTEER/FRINGE-UNIFORMS



5641930000 564193 0000 VOLUNTEER/FRINGE-INSURANCE



5641940000 564194 0000 VOLUNTEER/FRINGE-RECOGNITION



5641950000 564195 0000 VOLUNTEER/FRINGE-PHYSICALS



5641960000 564196 0000 VOLUNTEER/FRINGE-OTHER



5642000000 564200 0000 VOLUNTEER/TRAVEL



5642100000 564210 0000 VOLUNTEER/WORKSHOPS



5642200000 564220 0000 VOLUNTEER/OTHER



5643000000 564300 0000 SALARIES & FRINGE



5643100000 564310 0000 TRAVEL



5643200000 564320 0000 SUPPLIES



5643300000 564330 0000 EQUIPMENT



5643400000 564340 0000 EQUIPMENT REPAIR &/OR MAINT.



5643500000 564350 0000 CONTRACTUAL



5643600000 564360 0000 OTHER



5650100000 565010 0000 ADMIN/PERSONNEL SALARIES & WAG



5650110000 565011 0000 ADMIN/PERSONNEL FRINGE



5650120000 565012 0000 ADMIN/PERSONNEL CONSULTANT



5650200000 565020 0000 ADMIN/NONPERSONNEL TRAVEL
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5650210000 565021 0000 ADMIN/NONPERSONNEL SPACE COST



5650220000 565022 0000 ADMIN/NONPERSONNEL SUPPLIES



5650230000 565023 0000 ADMIN/NONPERSONNEL LEASE/PUR.



5650240000 565024 0000 ADMIN/NONPERSONNEL O.DIR.COST



5650300000 565030 0000 COST/PERSONNEL SALARIES & WAG



5650310000 565031 0000 COST/PERSONNEL FRINGE



5650320000 565032 0000 COST/PERSONNEL CONSULTANT



5650400000 565040 0000 COST/N-PERSONNEL TRAVEL



5650410000 565041 0000 COST/N-PERSONNEL SPACE COSTS



5650420000 565042 0000 COST/N-PERSONNEL SUPPLIES



5650430000 565043 0000 COST/N-PERSONNEL LEASE& PUR.



5650440000 565044 0000 COST/N-PERSONNEL O.DIR.COST



5650500000 565050 0000 INDIRECT COST



5650600000 565060 0000 CASH MATCH EXP.



5650700000 565070 0000 IN-KIND MATCH EXPENSE



5650710000 565071 0000 EIN PUBLIC MATCH



5650720000 565072 0000 EIN PRIVATE MATCH



5650800000 565080 0000 MATCH EXPENSE



5651000000 565100 0000 VOL-



5651100000 565110 0000 VOL-SUP./FRINGE



5651200000 565120 0000 VOL-SUP./TRAVEL(LOCAL)



5651210000 565121 0000 VOL-SUP./TRAVEL(LONG-DISTANCE)



5652100000 565210 0000 VOL/WORKSHOP



5652200000 565220 0000 VOL/OTHER



5652890000 565289 0000 TOTAL



5653000000 565300 0000 SALARIES/FRINGE



5653100000 565310 0000 TRAVEL



5653200000 565320 0000 SUPPLIES



5653300000 565330 0000 EQUIPMENT



5653400000 565340 0000 EQUIP/REPAIR&MAINT.



5653500000 565350 0000 CONTRACTUAL



5653600000 565360 0000 OTHER



5653720000 565372 0000 MATCH



5654900000 565490 0000 MATCH



5655700000 565570 0000 PROJECTS-REVENUE/ROLLOVER



5655710000 565571 0000 PROJECTS-INTEREST
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Code 



Section



Number Section Name



Page 



Number



410000 TAXES 281



420000 LICENSES, PERMITS AND FEES 283



430000 FINES, FORFEITS & PENALTIES 294



440000 INCOME FROM MONEY AND PROPERTY 295



450000 GRANTS, REFUNDS AND REIMBURSEMENTS 297



460000 HIGHER EDUCATION (STUDENT FEES) 300



470000 SALES AND SERVICES 300



480000 NON-REVENUE RECEIPTS 304



Code Account Name



410000 TAXES



411100 BEVERAGE TAXES



411101 ALCOHOL BEVERAGE EXCISE TAX



411102 MIXED BEVERAGE GROSS RECEIPTS TAX



411107 BEVERAGE TAX



411200 TOBACCO TAXES



411201 CIGARETTE TAX



411210 TOBACCO PRODUCTS TAX



411219 TRIBAL COMPACT IN LIEU TAX PAYMENTS



412100 BUSINESS TAXES



412101 GROSS PRODUCTION TAX - GAS



412102 GROSS PRODUCTION TAX - OIL



412105 PETROLEUM EXCISE TAX



412111 CONSERVATION EXCISE TAX



412122 COIN OPERATORS DEVICE DECAL



412133 FRANCHISE TAX



412144 CORPORATE INCOME TAX
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412155 OCCUPATIONAL HEALTH & SAFETY TAX



412161 CHARITY GAMES TAX



412163 BINGO TAX



412165 GAMING EXCLUSIVITY FEES



412170 HORSE TRACK GAMING



412175 BUSINESS ACTIVITY TAX



412180 MEDICAL MARIJUANA EXCISE TAX



413100 INSURANCE TAXES



413101 INSURANCE PREMIUM TAX



413105 ASSESSMENTS ON WORKERS’ COMPENSATION AWARDS



413111 WORKERS COMPENSATION INSURANCE PREMIUM TAX



413115 SELF-INSURANCE PREMIUM TAX



413121 UNEMPLOYMENT COMPENSATION TAX



413125 OESC COMPUTER FUND ASSESSMENT



414100 LOCAL TAXES



414101 CITY SALES TAX



414105 COUNTY SALES TAX



414107 COUNTY USE TAX



414108 COLLECTIONS AND DEPOSITS CITY USE TAX



414109 COUNTY LODGING TAX



414110 CITY LODGING TAX



414121 AD VALOREM TAX



415100 MOTOR VEHICLE & RELATED TAXES



415125 TAG AGENT REMITTANCE



415181 VEHICLE REVENUE TAX STAMPS



415185 FARM IMPLEMENT TAX STAMPS



415500 FUEL TAX



415501 SPECIAL FUEL USE TAX



415503 SPECIAL FUEL DECAL



415505 DIESEL FUEL EXCISE TAX



415507 FUELS EXCISE TAX
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415509 GASOLINE EXCISE TAX



415512 ALTERNATIVE FUEL SURCHARGE



416100 PERSONAL TAXES



416101 PERSONAL INCOME TAX



416105 INHERITANCE & ESTATE TAX



416131 GIFT TAX ALL FUNDS



417100 SALES AND USE TAXES



417101 SALES TAX



417121 DOCUMENTARY STAMP TAX



417141 USE TAX



417171 AIRCRAFT EXCISE TAX



418100 PARI-MUTUEL TAX



418101 PARI-MUTUEL TAXES



418103 PARI-MUTUEL EXOTIC WAGER



418105 PARI-MUTUEL PICK/FIX TAX



418107 PARI-MUTUEL PICK SEVEN TAX



419100 OTHER TAXES



419101 CONTROLLED DANGEROUS SUBSTANCE TAX



419125 FREIGHT CAR TAX



419151 RURAL ELECTRIC COOPERATIVE TAX



419155 TELEPHONE SURCHARGE TAX



419165 TOURISM GROSS RECEIPT TAX



419171 UNCLAIMED PROPERTY TAX



419175 UNCLASSIFED TAX RECEIPTS



419199 OTHER TAXES



420000 LICENSES, PERMITS AND FEES



420100 ALCOHOLIC BEVERAGE/BEVERAGE



420101 LICENSES, PERMITS, FEES - GENERAL



420121 ALCOHOL BEVERAGE LICENSE



420122 ALCOHOL BEVERAGE ID STAMP FEE



420123 ALCOHOL BOTTLE CLUB MEMBER
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420124 ALCOHOL BOTTLE LABELS



420125 ALCOHOL BRAND FEES



420126 ALCOHOL CERT FEES



420156 BEVERAGE LICENSES



420166 BINGO LICENSE



420500 AGRICULTURE



420511 BRAND REGISTRATION FEES & BOOKS



420515 CHEMICAL LICENSES, PERMITS & FEES



420519 MARKET DEVELOPMENT LICENSES, PERMITS & FEES



420522 PLANT INDUSTRY LICENSES, PERMITS & FEES



420525 FRUIT & VEGETABLE GRADING FEES



420529 MARKET INSPECTION LICENSE, PERMITS & FEES



420532 MEAT INSPECTION & GRADING FEES



420536 SEED FEED



420541 ANIMAL INDUSTRY INSPECTION LICENSES, PERMITS & FEES



420542 WATER QUALITY SWINE FEE



420543 OK COMMODITY STORAGE INDEMNITY FUND



420545 DAIRY LICENSES



420555 REGULATORY BOARDS FEES ASSESSMENTS ON COMMODITY SALE



420900 TOBACCO/CIGARETTE



420915 CIGARETTE LICENSES



420921 TOBACCO PROD LICENSES



421300 DEPARTMENT OF SECURITIES



421381 SECURITIES AGENTS FEES



421382 SECURITIES DEALERS FEES



421383 SECURITIES ON-SITE EXAM FEES & REIMBURSEMENT



421384 SECURITIES ISSUER FEES



421385 SECURITIES EXAMINERS FEES



421386 SEC FINES, CIVIL PENALTY, INVESTIGATION & ADMINISTRATIVE COST



421389 SECURITIES OTHER FEES



421700 WILDLIFE COMMISSION
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421712 FISHING LICENSE



421716 COMBINATION FISH & HUNTING LICENSES



421718 WILDLIFE - OTHER LICENSES, PERMITS & FEES



421722 WILDLIFE HABITAT LICENSE/FEE



421726 WILDLIFE HUNTING LICENSE



422100 HEALTH DEPARTMENT



422109 WIC REBATE PROGRAM



422111 BEDDING STAMPS



422113 HOSPITAL & NURSING HOME LICENSES



422114 CERTIFICATE OF NEED APPLICATION FEES



422115 MIGRANT LABOR



422117 PLUMBING EXAMS & LICENSES



422119 SEPTIC TANK CLEANERS LICENSES



422122 WATER & SEWAGE LICENSES



422124 FOOD/LODGE ESTABL CONST PLAN RV



422126 HOTEL & RESTAURANT LICENSES



422128 BARBER SHOP SAN CERTIFICATES



422129 BARBER LICENSES & FEES



422130 CITY INSPECTORS LICENSE



422131 ELECTRICAL LICENSES & EXAMS



422132 CITY INSPECTORS LICENSES



422133 HEARING AID DEALERS FEES



422135 PHYSICIANS LABORATORY FEES



422137 IMMUNIZATION FEES



422139 PHYSICIANS EMERGENCY MEDICAL SERVICES



422142 ALARM INDUSTRY LICENSES



422144 WATER FACILITY FEE



422146 AIR QUALITY PERMITS



422148 HOME CARE FEES



422149 SPECIAL TESTING FEES



422151 INDUSTRIAL. WASTE FEES
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422153 MILK INSPECTION



422155 SCREENING, DIAGNOSIS & TREATMENT



422158 MECHANICAL CONTRACTOR LICENSES



422161 LICENSED PROFESSIONAL COUNSELORS - LICENSES & FEES



422163 PUBLIC WATER SUPPLY FEES



422165 MEDICAL MARIJUANA LICENSE



422167 MEDICAL MARIJUANA COMMERCIAL LICENSE



422171 ENVIRONMENTAL FEES



422175 TRAUMA CARE ASSISTANCE



422177 HOSPICE LICENSING



422179 EMERGENCY MEDICAL SERVICES



422181 HEALTH RESOURCES DEVELOP SVCS



422183 ADULT DAY CARE - HMO - WHP



422185 POOL FEES



422191 BODY PIERCING FEES



422193 MEDICAL MICROPIGMENTATION



422195 TATTOO FEES



422200 DEPARTMENT OF ENVIRONMENTAL QUALITY



422211 AIR QUALITY FEES



422215 UNDERGROUND INJECTION CONTROL FEE



422218 CONSENT ORDERS



422221 HAZARDOUS WASTE FEES



422225 LAB CERTIFICATION FEES



422228 PDES FEES



422231 PLAN REVIEW FEES



422235 PRIVATE SEWAGE FEES



422238 PRIVATE WATER FEES



422241 PUBLIC WATER SUPPLY FEES



422245 RADIATION FEES



422248 SARA TITLE III FEES



422251 SEPTIC TANK FEES
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422253 SEPTIC TANK INSTALLER CERTIFICATION FEE



422255 SOLID WASTE FEES



422258 WATER AND SEWAGE OPERATOR



422261 LEAD ABATEMENT CERTIFICATION FEE



422263 HIGHWAY REMEDIATION LICENSING



422299 UNEARNED REVENUE



422500 BANKING COMMISSION



422521 ANNUAL ASSESSMENT FEE STATE BANK



422525 CREDIT UNION & SAVING & LOAN EXAM FEES



422527 CHARTER APPLICATION FEES



422531 OTHER BANKING FEES & EXAMS



422900 CORPORATION COMMISSION



422919 ANTIFREEZE PERMIT



422921 BRAKE FLUID PERMITS



422923 PIPELINE INSPECTIONS



422925 CERTIFICATE OF  NON-DEVELOPMENT



422929 COTTON GIN LICENSES



422931 MOTOR CARRIER ID PLATES AND REGISTRATION FEES



422932 PUBLIC UTILITY ASSESSMENT FEE



422933 MOTOR CARRIER APPLICATION FEES



422935 WRECKER LICENSE FEES



422937 NATURAL GAS PRICING FEE



422939 TANK OR CONTAINER CALIBRATION FEES



422942 TRANSPORTATION DIVISION FILING FEES



422944 CORPORATE TRANSPORTATION FEES



422946 COMMERCIAL DISPOSAL WELL



422948 COMMERCIAL DISPOSAL PIT



422951 WALK-THRU INTENT TO DRILL FEES



422953 INTENT TO DRILL FEES



422955 INSTALL LICENSES



422956 CONSULTANT FEES
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422957 TANK PERMIT FEES



422959 CORPORATE TRANSFER FEES



422961 TELECOMMUNICATION ASSESSMENT FEE



423200 SECRETARY OF STATE



423211 CORPORATION FILING FEES



423212 DOMESTIC FOR-PROFIT BUSINESS CORPORATION



423213 DOMESTIC LIMITED LIABILITY COMPANY



423214 DOMESTIC LIMITED PARTNERSHIP



423215 OTHER FEES SEC OF STATE



423216 OTHER DOMESTIC FILING



423217 CHARITY/SOLICITOR REGISTRATION



423218 CENTRAL FILING SYSTEM - FARM PERMITS



423219 CORPORATE REGISTERED AGENT FEES



423221 FOREIGN BUSINESS CORPORATION



423222 FOREIGN LIMITED LIABILITY COMPANY



423223 FOREIGN LIMITED PARTNERSHIP



423224 OTHER FOREIGN FILINGS



423231 OTHER FILINGS - DOMESTIC/FOREIGN



423232 OTHER PARTNERSHIPS - DOMESTIC/FOREIGN



423241 CREDIT CARD CONVENIENCE FEE



423251 NOTARY FEES



423299 OTHER FEES



423400 VEHICLE RELATED



423412 REINSTATEMENT OF DRIVERS LICENSES



423413 NON-SUBMITTAL OF LICENSES AND PLATES



423418 DRIVER TRAINERS LICENSES



423421 DRIVER LICENSES MODIFICATION FEES



423431 OVERSIZE TRUCK PERMITS



423432 SPECIAL MOVEMENT FEES



423433 DOCUMENT FUND



423434 OVERWEIGHT TRUCK PERMITS
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423435 SIZE/WEIGHT SPECIAL FEES



423436 ACCOUNT FEES



423437 MOTOR FUEL SPECIAL ASSESSMENT



423438 VEHICLE INSPECTION PERMITS



423439 SPECIAL COMBINATION VEHICLE



423440 FACSIMILE TRANSMISSIONS, RENTALS



423441 VEHICLE INSP/CERT/REBLT



423442 LONG COMBINATION VEHICLE



423443 WRECKER PERMITS



423444 ANNUAL OPERATING AUTHORITY



423445 TRANSPORTATION & RECLAMATION PERMITS



423446 STORED VEHICLE FEE



423447 BUYERS ID CARD FEES



423449 VEHICLE INSPECTION STATION PERMITS



423450 ALTERNATIVE FUELS COMPRESSION TRAINEE CERTIFICATE



423451 COMMERCIAL VEHICLE LICENSES



423452 ABANDONED VEHICLE FEES



423453 SPECIAL LICENSES & PARKING DECALS - DPS



423454 STORED VEHICLE RELEASE



423455 MOBILE HOME LICENSES



423456 MOBILITY IMPAIRED DRIVER PLACARDS



423457 ALTERNATIVE FUELS INSTALLER PERMIT



423458 ALTERNATIVE FUELS TECHNICIAN - CERTIFICATION & TEST



423459 SPECIAL PURPOSE ANNUAL



423460 SPECIAL PURPOSE DRIVEAWAY



423461 ANNUAL VEHICLE PERMIT



423462 ANNUAL SOIL, TREE, HAY



423600 COURTS



423611 COURT FILING FEES - SUPREME, APPEALS & DISTRICT CRT



423615 LITIGATION FEE - STATE INDUSTRIAL COURT



423619 COURT FEES FOR DATA PROCESSING



209











Appendix 3: Chart of Accounts – Revenue



OMES: Statewide Accounting Manual
289



Go to main table of contents



Code Account Name



423623 SOLICITORS FEE



423627 COURT ADMINISTRATIVE FEES



423800 ELECTION



423821 FILING, PROTEST & RECOUNT FEES



423900 EDUCATION



423901 SCHOOL LUNCH WORKSHOP FEES



423905 TEACHERS EXAMINATION FEE



423909 CURRICULUM GUIDES FEES



423912 GENERAL EDUCATION FEES



423915 TECHNOLOGY SERVICES FEE



423918 SPECIAL TESTING FEES



423920 IDENTIFICATION CARD FEES



424200 BUSINESS



424201 CORPORATE FARMING & RANCHING REGISTRATION FEES



424205 TELECOMMUNICATION ASSESSMENT FEE



424206 PREPAID WIRELESS 911 FEE



424207 EMPLOYMENT AGENCY LICENSES



424208 911 FEES – WIRELESS AND VOIP



424212 FIREWORKS LICENSES



424213 FUNERAL SERVICES LICENSING FEES



424214 HOTELS, RESTAURANTS, ETC. LICENSES



424218 BOARDING HOME LICENSES



424222 RURAL ELECTRIC CO-OP LICENSES



424226 USED EQUIPMENT LICENSES



424228 PRIVATE SCHOOLS LICENSES



424232 COIN OPERATED DISTRIBUTION PERMIT



424236 DISTR & MFG OF DANGEROUS SUBSTANCES FEES



424238 SAFETY FEES



424241 BOXING EVENT ASSESSMENT



424245 PROFESSIONAL SPORTING TICKET FEES



424251 SALES VENDORS LIST
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424252 CONTRACT MANAGEMENT FEE



424253 SALES TAX PERMIT



424259 WASTE TIRE RECYCLING FEES



424261 MARGINAL WELL FEE



424262 ENERGY RESOURCES ASSESSMENT



424263 WORKER’S COMP NON-COVERAGE FEE



424265 CHARITY GAMES LICENSES



424267 HANDICAPPED CONTRACTS FEE



424269 GAMING COMPACT FEES



424271 LOTTERY RETAIL APPLICATION FEE



424600 INSURANCE AGENTS



424601 INSURANCE AGENTS LICENSES



424603 INTERSTATE RETALIATORY FEES



424610 WEATHER MODIFICATION ASSESSMENT



424612 INSURANCE COMPANY LICENSES



424614 ANNUAL REVIEW FEES



425400 MEDICAL PROFESSIONAL



425401 BURIAL BOARD LICENSES & FEES



425411 CHIROPRACTIC EXAMINERS LICENSES & FEES



425416 CHIROPODY BOARD LICENSES & FEES



425421 DENTAL REGISTRATION, EXAMINATION & OTHER FEES



425426 EMBALMERS & FUNERAL DIRECTORS LICENSES & FEES



425431 PRACTICING ELECTROLOGISTS LICENSES & FEES



425436 PHYSICIANS LICENSES & FEES



425441 NURSES REGISTRATION, LICENSES & FEES



425446 OPTOMETRY EXAMINATION, LICENSES & FEES



425451 OSTEOPATHY BOARD - LICENSES & FEES



425456 PSYCHOLOGIST LICENSES & OTHER FEES



425461 PHARMACY BOARD LICENSES & FEES



425466 VETERINARY LICENSES, FEES & OTHER CHARGES



425471 PERFUSIONIST’S BOARD LICENSES AND FEES
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425600 STATE BOND ADVISOR FEE



425601 STATE BOND ADVISOR FEE



425800 OTHER PROFESSIONAL



425801 ACCOUNTANT APPLICATION FEES



425803 ACCOUNTANT REGISTRATION FEES



425804 SUBSTANTIAL EQUIVALENT REGISTRATION FEE



425805 ACCOUNTANT PERMIT FEES



425806 ARCHITECT BOARD LICENSES & FEES



425807 COSMETOLOGY LICENSES & OTHER FEES



425811 BARBER LICENSES & FEES



425813 DRY CLEANERS LICENSES & OTHER FEES



425815 ENGINEERS LICENSES, PERMITS & OTHER FEES



425817 ABSTRACTORS LICENSES & FEES



425818 AUDIT REPORT FILING FEE



425821 FORESTERS BOARD LICENSES & FEES



425826 MECHANICAL CONTRACTOR LICENSES



425831 LICENSED PROFESSIONAL COUNSELORS-LICENSES & FEES



425832 LICENSED SOCIAL WORKERS FEES



425836 MOTOR VEHICLE COMMISSION LICENSES & FEES



425841 MINES - OPERATORS FEES



425843 MINES - CERTIFICATE OF COMPETENCY & RECLAMATION FEES



425844 MINES - PERMIT AND PERMIT RENEWAL FEES



425845 MINES - PERMIT REVISION FEES



425846 NURSING HOME ADMINISTRATORS LICENSES



425847 NURSING HOME CLASSIFICATION FEES



425848 HOSPITAL OFFSET PAYMENT PROGRAM FEE



425849 POLYGRAPH EXAMINERS LICENSES & FEES



425851 SALVAGE DEALERS LICENSES



425854 SANITARIANS REGISTRATION LICENSES & FEES



425858 FEED SEED FERTILIZATION  LIAB PERMITS



425861 SPEECH PATHOLOGY & AUDIOLOGY LICENSES & FEES
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425863 TEACHERS CERTIFICATES



425866 USED MOTOR VEHICLE DEALERS LICENSES



425868 USED MOTOR VEHICLE SALESMEN LICENSES



425871 AUTOMOTIVE DISMANTLER & RECYCLERS LICENSES



425875 LANDSCAPE ARCHITECTS FEES



425879 REAL ESTATE COMMISSION LICENSES & FEES



425881 CERTIFIED COURT REPORTER FEES



425882 COURTROOM INTERPRETER FEES



425883 MUNICIPAL CLERKS & TREASURERS TRAINING FEES



425885 EMPLOYEE DISHONESTY BOND FEES



425886 TAG AGENT SURETY BOND FEES



425887 OSTEOPATHIC & OTHER FEES



425888 PRIVATE INVESTIGATOR & SECURITY GUARD LICENSES & FEES



426200 HORSE RACING



426201 HORSE RACING COMMISSION LICENSES & FEES



426203 HORSE DRUG TESTING FEES



426214 ADMISSION FEES



426220 OFF-TRACK WAGERING FEES



426225 PARTICIPATING TRIBE GAMING FAC



428100 OTHER



428101 AIRCRAFT LICENSE FEES



428103 CANINE LICENSE FEES



428107 AMATEUR RADIO OPERATORS LICENSES



428115 WATER RESOURCES PERMIT FEES



428118 PUBLIC WATER SUPPLY FEES



428121 PAYROLL DEDUCTIONS & ASSESSMENT FEES



428131 LOAN APPLICATION & CLOSING FEES



428141 WEATHER MODIFICATION LICENSE & FEES-WATER RESOURCE



428144 LABORATORY ANALYSIS FEES



428151 CONSUMER CREDIT LICENSES, FEES & OTHER CHARGES



428153 EXEMPT ORGANIZATION FEES
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428161 LIQUEFIED PETROLEUM PERMITS & FEES



428171 COURT-ORDERED ACCOUNT MAINTENANCE FEES



428172 CREDIT CARD PROGRAM FEES



428173 REJECTED WARRANT FEES



428174 TOP PAYMENT PROCESSING FEES



428175 CONVENIENCE FEES - PORTAL



428181 FACSIMILE MACHINE FEES



428199 OTHER LICENSES, PERMITS & FEES



430000 FINES, FORFEITS & PENALTIES



431100 HORSE RACING



431101 HORSE RACING - FINES



431103 BREAKAGE & UNVOUCHERED TICKET FORFEITURES



431300 CORPORATION COMMISSION



431301 WELL PLUGGING FINES & PENALTIES



431313 UST - FINES & PENALTIES



431315 MOTOR CARRIER CITATIONS & FINES



431500 HEALTH DEPARTMENT



431501 ASSISTED LIVING FINES



431503 DRUG/ALCOHOL TESTING FINES



431505 RESIDENTIAL CARE FINES



431507 JAIL FINES



431509 OLS FINES – HEARING AID



432100 CRIME VICTIMS’ COMPENSATION BOARD



432101 CRIME VICTIM COMPENSATION ASSESSMENTS



433100 OTHER FINES, FORFEITS & PENALTIES



433101 COURT AND COURT MARTIAL FINES



433102 LIBRARY FINES



433103 PARKING FINES



433105 MOVING VEHICLE VIOLATION FINES



433107 SALE OF CONTRABAND



433111 CHILD LABOR CIVIL PENALTIES
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433113 WORKERS’ COMPENSATION COMPLIANCE FINES



433115 MINING OPERATION PENALTIES



433121 PERFORMANCE BOND FORFEIT



433125 FORFEIT OF FILING FEES



433127 ELECTION BOARD FILING FEES (added 6/02)



433131 TRUCKING FUND PENALTIES



433141 FISH & GAME LAW FINES



433144 LATE PAYMENT FINES & PENALTIES



433145 LATE ENROLLMENT FEES



433146 ALTERNATIVE FUELS NON COMPLIANCE PENALTY



433147 RETURNED CHECK CHARGES



433151 OIL & GAS THEFT RECOVERY FINES & FORFEITURES



433153 SURETY BONDS FORFEITED



433155 ACCOUNTANCY BOARD - FINES



433161 CLEET - PENALTY ASSESSMENT



433162 CLEET - OSBI ANALYST FEE



433163 CLEET - OSBI AFIS FEE



433164 CLEET - OSBI FORENSIC FEE



433165 OSBI EXPUNGEMENT FEE



433199 OTHER FINES FORFEITS AND PENALTIES



440000 INCOME FROM MONEY AND PROPERTY



441100 INVESTMENT INCOME



441101 INTEREST ON BANK DEPOSITS



441103 ASSESSMENTS ON TIME DEPOSITS



441105 INTEREST ON INVESTMENTS



441115 INCOME INVESTMENT OF ENDOWMENT FUNDS



441121 INTEREST ON INVESTMENT OF FEDERAL FUNDS



441133 INTEREST ON INVESTMENT OF ESCROW ACCOUNTS



441136 INTEREST INVESTMENT OF ENDOWMENT FUNDS



441142 DIVIDENDS FROM INVESTMENTS



441154 CAPITAL GAINS FROM INVESTMENTS
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441199 OTHER INVESTMENT INCOME



442100 INCOME FROM BONDS



442101 PREMIUMS ON SALE OF BOND



442112 ACCRUED INTEREST ON THE PURCHASE OF BONDS



442123 AMORTIZATION OF DISCOUNTS ON INVESTMENTS



443100 INCOME FROM RENT



443101 RENT FROM LAND



443103 RENT FROM BUILDINGS



443105 RENT FROM EQUIPMENT



443107 RENT FROM BUILDINGS



443113 RENT FROM EQUIPMENT



443122 RENT ENDOWMENT PROPERTY



443173 INTER AGENCY - RENT FROM BUILDINGS



443175 INTER AGENCY - RENT FROM EQUIPMENT



443183 INTRA AGENCY - RENT FROM BUILDINGS



443185 INTRA AGENCY - RENT FROM EQUIPMENT



443199 OTHER RENT - MAIL BOXES ETC.



444100 INCOME FROM ROYALTIES



444105 ROYALTIES FROM GAS



444107 ROYALTIES FROM OIL



444122 ROYALTIES FROM OIL, GAS & OTHER MINERALS



444133 ROYALTIES FROM OTHER MINERALS



444141 ROYALTIES FROM OIL & GAS & OTHER MINERALS



444158 ROYALTIES-PUBLICATIONS, PATENTS, ETC.



444199 OTHER ROYALTIES (PUBLICATIONS, PATENTS, ETC.)



445100 OTHER INCOME SOURCES



445101 SEC 13 & NEW COLLEGE FUNDS -SCHOOL LAND COMMISSION



445103 INTEREST, OTHER CHARGES ON STUDENT LOANS



445111 RIGHT-OF-WAY EASEMENTS



445121 SEISMIC TESTING



445199 OTHER INCOME FROM MONEY & PROPERTY
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446100 PRINICPAL INCOME FROM LEASES



446200 INTEREST INCOME FROM LEASES



450000 GRANTS, REFUNDS AND REIMBURSEMENTS



451100 INSURANCE & OTHER REIMBURSEMENTS FOR DAMAGES



451101 INSURANCE & OTHER REIMBURSEMENTS FOR DAMAGED PROP.



451102 RECEIPTS FROM RE-INSURANCE



451111 DEFICIENCY JUDGE



452000 INTER-AGENCY RECEIPTS FOR GENERAL EXPENSES



452001 INTER-AGENCY PAYMENTS FOR PERSONAL SERVICES



452003 INTER-AGENCY TRAVEL EXPENSES



452005 INTER-AGENCY ADMINISTRATIVE EXPENSES



452007 INTER-AGENCY PROPERTY, FURNITURE, EQUIP & RELATED DEBT



452071 REIMBURSEMENTS FOR PERSONAL SERVICES



452073 REIMBURSEMENTS FOR TRAVEL EXPENSES



452075 REIMBURSEMENTS FOR ADMINISTRATIVE EXPENSES



452076 PAYMENT FOR SECURITY CONTRACT



452077 REIMBURSEMENTS FOR PROPERTY, FURNITURE, EQUIP & REL. DEBT



452078 REIMBURSEMENTS FOR WARRANT IMAGING



452100 INTER-AGENCY RECEIPTS FOR DATA PROCESSING



452117 INTER-AGENCY DATA PROCESSING EXPENSES



452200 INTER-AGENCY RECEIPTS FOR TELECOMMUNICATIONS



452229 INTER-AGENCY TELECOMMUNICATIONS EXPENSE 



452300 INTER-AGENCY RECEIPTS FOR MOTOR POOL



452333 INTER-AGENCY MOTOR POOL EXPENSES 



452400 INTER-AGENCY RECEIPTS FOR RISK MGMT INS PREMIUMS



452445 INTER-AGENCY RISK MANAGEMENT INSURANCE PREMIUMS - OMES



452500 INTER-AGENCY RECEIPTS FOR CENTRAL PRINTING



452557 INTER-AGENCY CENTRAL PRINTING EXPENSES 



453000 INTRA-AGENCY RECEIPTS FOR GENERAL EXPENSES



453001 INTRA-AGENCY PERSONAL SERVICES EXPENSE



453003 INTRA-AGENCY TRAVEL EXPENSES
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453005 INTRA-AGENCY ADMINISTRATIVE EXPENSES



453007 INTRA-AGENCY PROPERTY, FURNITURE, EQUIP & RELATED DEBT



453081 REIMBURSEMENTS FOR PERSONAL SERVICES



453083 REIMBURSEMENTS FOR TRAVEL EXPENSES



453085 REIMBURSEMENTS FOR ADMINISTRATIVE EXPENSES



453087 REIMBURSEMENTS FOR PROPERTY, FURNITURE, EQUIP & REL. DEBT



453100 INTRA-AGENCY RECEIPTS FOR DATA PROCESSING



453117 INTRA-AGENCY DATA PROCESSING EXPENSES



453200 INTRA-AGENCY RECEIPTS FOR TELECOMMUNICATIONS



453229 INTRA-AGENCY TELECOMMUNICATIONS EXPENSES



453300 INTRA-AGENCY RECEIPTS FOR MOTOR POOL



453333 INTRA-AGENCY MOTOR POOL EXPENSES



453400 INTRA-AGENCY RECEIPTS FOR RISK MGMT INS PREMIUMS



453445 INTRA-AGENCY RISK MGMT INSURANCE PREMIUMS



453500 INTRA-AGENCY RECEIPTS FOR CENTRAL PRINTING



453557 INTRA-AGENCY CENTRAL PRINTING EXPENSES



454100 RECEIPTS FROM LOCAL GOVERNMENTS



454101 CO-OPERATIVE PROJECTS



454102 REIMBURSEMENT OF FUNDS SPENT



454103 PAYMENT FOR SERVICES



454104 LOCAL COURT FUNDS



454105 REIMBURSEMENTS FOR PROPERTY, FURNITURE, EQUIP & REL. DEBT



454106 REFUND OF FEDERAL GRANTS



455000 FEDERAL GRANTS



455100 FEDERAL GRANTS-IN-AID



455101 FEDERAL GRANTS-IN-AID



455102 REIMBURSEMENT OF INDIRECT COSTS



455200 FEDERAL REIMBURSEMENTS



455201 FEDERAL REIMBURSEMENTS



455202 REIMBURSEMENT OF INDIRECT COSTS



455300 FEDERAL APPROPRIATIONS
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455301 FEDERAL APPROPRIATIONS



455302 REIMBURSEMENT OF INDIRECT COSTS



455400 FEDERAL LOANS



455401 FEDERAL LOAN



455402 REIMBURSEMENT OF INDIRECT COSTS



455500 FEDERAL FUNDS RECEIVED FROM NON-GOVT AGENCIES



455501 FEDERAL FUNDS RECEIVED FROM NON-GOVT AGENCIES



455502 REIMBURSEMENT OF INDIRECT COSTS



455600 FEDERAL FUNDS FROM OTHER STATE AGENCIES



455601 FEDERAL FUNDS FROM OTHER STATE AGENCY



455602 REIMBURSEMENT OF INDIRECT COSTS



455700 ARRA FUNDS



455701 ARRA GRANTS-IN-AID



455702 ARRA FEDERAL REIMBURSEMENTS



455703 ARRA INTERAGENCY RECEIPTS



456000 INTER AGENCY GRANTS



456001 INTER-AGENCY GRANTS - NON-FEDERAL



456100 GRANTS & DONATIONS - PRIVATE SOURCES



456101 GRANTS & DONATIONS FOR OPERATIONS - PRIVATE SOURCE



456102 GRANTS & DONATIONS FOR CAPITAL PROJECTS - PRIVATE



458100 REIMBURSEMENTS - NON FEDERAL



458101 REFUND OF MONEY PREVIOUSLY DISBURSED - GOODS & SERVICES



458103 COST RECOVERY



458105 REIMBURSEMENT FOR FUNDS EXPENDED



458110 DEPOSIT IMPREST CASH



458111 DEPOSIT IMPREST CASH



458115 REFUND OF MONEY ADVANCED TO AN AGENCY



458200 REFUNDS-NON FEDERAL



458202 BROKER COMMISSION REFUNDS (SOFT DOLLARS)



459100 OTHER GRANTS, REFUNDS & REIMBURSEMENTS



459102 FICA RECOVERY PROJECT
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459120 REPAYMENT OF LOANS



459121 REPAYMENT OF LOANS



459131 REFUND PER LEGAL SETTLEMENT



459151 PHARMACEUTICAL REBATE



459171 PROGRAM INCOME



459191 SPECIAL DISTRIBUTIONS



459195 GRANT DISTRIBUTION REFUND (RESTRICTED USE)



459199 OTHER GRANTS, REFUNDS & REIMBURSEMENTS



460000 HIGHER EDUCATION (STUDENT FEES)



461100 TUITION & INSTRUCTION FEES



461101 GENERAL ENROLLMENT FEE



461105 NON-RESIDENT TUITION FEE



461112 CORRESPONDENCE STUDY FEES



461121 EXTENSION STUDY TUITION FEES



461125 REMEDIAL COURSE FEE



461199 SPECIAL INSTRUCTION FEES



463600 OTHER FEES



463612 EXTENSION DIVISION INCOME



463638 INSTRUCTIONAL FACILITY, EQUIPMENT & MATERIAL USAGE



463641 APPLICATION FOR ADMISSION FEES



463663 SPECIAL TESTING FEES



463667 SPECIAL ENROLLMENT FEES (PROCESSING)



463677 STUDENT ACTIVITY FEES



463678 STUDENT FEES FOR CENTERS



463681 GRADUATION FEES



463683 STUDENT ASSESSMENT FEE



463684 STUDENT TECHNOLOGY SERVICES FEE



463699 OTHER STUDENT FEES



470000 SALES AND SERVICES



471100 AGRICULTURAL



471101 ANIMAL HUSBANDRY
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471110 EXTENSION DIVISION INCOME



471111 EXTENSION DIVISION INCOME



471122 FARM PRODUCTS GENERAL



471124 FARM PRODUCTS DAIRY



471126 FARM PRODUCTS LIVESTOCK



471128 FARM PRODUCTS POULTRY



471131 LIVESTOCK



471134 POULTRY



471142 LIVESTOCK INSPECTION



471144 POULTRY INSPECTION



472100 LICENSES, FEES



472101 APPLICATION DEPOSITS



472105 APPOINTMENT OF AGENT



472110 ORGANIZATIONS, OTHER



472111 ORGANIZATIONS, OTHER



472112 SEALS



472114 TRADEMARKS



472118 MARKETING INSPECTION AND LICENSE



472300 LOTTERY SALES



472301 LOTTERY TICKETS REVENUE



472303 LOTTERY INSTANT TICKET REVENUE



472305 LOTTERY ON-LINE GAMES REVENUE



473100 SALES OF SERVICES



473101 CLERICAL SERVICES V. A.



473102 CRIMINAL RECORD SEARCH



473103 FILM LIBRARY RENTALS



473105 CHARGE FOR SERVICES



473110 PARKING REVENUES - HEALTH SCIENCES CENTER



473111 PARKING REVENUES - OTHER



473115 POST OFFICE INCOME



473121 RECORDING CHARGES
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473125 RESEARCH SALES



473127 ADVERTISING SERVICES



473131 DATA PROCESSING SERVICES



473135 POSTAL SERVICES



473140 WILDLIFE CONSERVATION COMMISSION SERVICES



473141 FISH AND WILDLIFE SERVICES



473151 SALE OF SERVICES ANATOMICAL BOARD



473161 CENTRALIZED PROCESSING FEES



473171 INTER-AGENCY - DATA PROCESSING SERVICES



473172 INTER-AGENCY - CRIMINAL RECORD SEARCH



473175 INTER-AGENCY - POSTAL SERVICES



473176 INTER-AGENCY - LABORATORY & MEDICAL SERVICES



473181 INTRA-AGENCY - DATA PROCESSING SERVICES



473185 INTRA-AGENCY - POSTAL SERVICES



473186 INTRA-AGENCY - LABORATORY & MEDICAL SERVICES



473199 SALE OF SERVICE (E.G., LAUNDRY, XEROX COPIER, MEDICARE)



473300 SALE OF UTILITIES



473301 SALE OF UTILITIES



473310 TELEPHONE PAY STATIONS AND REIMBURSEMENTS



473333 TELECOMMUNICATIONS



473371 INTER-AGENCY - SALE OF UTILITIES



473373 INTER-AGENCY - TELECOMMUNICATIONS



473374 NETWORK SERVICES



473375 SYSTEMS SERVICES



473376 INTER-AGENCY PORTAL SERVICES



473381 INTRA-AGENCY - SALE OF UTILITIES



473383 INTRA-AGENCY - TELECOMMUNICATIONS



474100 SALES OF DOCUMENTS & MERCHANDISE



474101 BIRTH & DEATH CERTIFICATES



474105 COPIES OTHER DOCUMENTS



474106 CERTIFIED DOCUMENTS
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474110 CERTIFIED COPY - STUDENT RECORDS



474111 CERTIFIED COPIES - STUDENT RECORDS



474122 FOOD & BEVERAGE SALES



474124 COMMISSARY AND CONCESSION INCOME



474131 MANUFACTURED PRODUCT SALES



474135 MERCHANDISE SALES



474137 TAXES COLLECTED



474141 PRINTING INCLUDING SALE OF PUBLICATIONS PRODUCED



474171 INTER-AGENCY - PRINTING



474181 INTRA-AGENCY - PRINTING



474199 TAXES COLLECTED



475100 MEDICAL SERVICES



475103 HOSPITAL SERVICES



475105 OUT-PATIENT HEALTH SERVICES & SALES



475107 INSTITUTIONAL CARE



475109 PRIVATE INSURANCE REIMBURSEMENT



475122 PROFESSIONAL FEES FOR PATIENT CARE



475123 INFIRMARY



475125 SALE OF PLASMA



476100 RENTS



476101 CHARGES USE OF RECREATIONAL EQUIPMENT & FACILITIES



476103 FILM LIB REVENUES



476105 MOTOR VEHICLES



476131 HOUSING STUDENT & FACULTY



476135 HOUSING TRANSIENT



476137 HOUSING OTHER



476171 INTER-AGENCY - RECREATIONAL EQUIPMENT & FACILITIES



476175 INTER-AGENCY - MOTOR VEHICLES



476181 INTRA-AGENCY - RECREATIONAL EQUIPMENT & FACILITIES



476185 INTRA-AGENCY - MOTOR VEHICLES



476199 OTHER RENT - MAIL BOXES ETC.
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477100 STATE INSURANCE FUND & RELATED



477101 INSURANCE PREMIUMS - STATE INSURANCE FUND-NON GOVT



477105 INSURANCE PREMIUMS - STATE INSURANCE FUND-ST AGENCY



477110 INSURANCE PREMIUMS - LOCAL GOVERNMENTS



477111 INSURANCE PREMIUMS - LOCAL GOVERNMENTS



477115 STATE INSURANCE FUND - OTHER INSURANCE PREMIUMS



477173 INTER-AGENCY - INSURANCE PREMIUMS



477181 INTRA-AGENCY - INSURANCE PREMIUMS



478100 REGISTRATION, ACTIVITY CHARGES, & OTHER TUITION



478101 ORGANIZED ACTIVITIES RELATED TO EDUC INST OR DEPTS



478105 REGISTRATION FEES



478113 TUITION INCOME - NOT HIGHER EDUCATION



478121 RECREATIONAL ADMISSIONS, LICENSES AND PERMITS



479100 OTHER SALES AND SERVICES



479101 REPAIR - REPLACEMENT OF DAMAGED OR BROKEN PROPERTY



479121 PAPER AND OTHER RECYCLABLE MATERIALS



479131 NOTIFICATION OF CONFINEMENT TO SOCIAL SECURITY ADM



479199 OTHER SALES & SERVICES



480000  NON-REVENUE RECEIPTS



481100 CONTRIBUTIONS, JUDGMENTS, & FORFEITS



481101 CONTRIBUTIONS - CAPITAL OUTLAY



481102   CONTRIBUTIONS - PATIENTS & INMATES



481103 CONTRIBUTIONS - COMMON SCHOOLS



481104 CONTRIBUTIONS - ROAD & HIGHWAYS



481105 CONTRIBUTIONS - OK MEDICAID PROG



481106 CONTRIBUTIONS - COUNTY FAIR



481107 CONTRIBUTIONS - L’STOCK AUCT SCH



481108 CONTRIBUTIONS - CASA



481109 CONTRIBUTIONS - PET OVERPOPULATION



481110 CONTRIBUTIONS - INDIGENT HEALTH CARE ACT



481111 CONTRIBUTIONS - INDIGENT HEALTH CARE ACT
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481112 CONTRIBUTIONS - TULSA REC ED & SCHL TRUST



481113 CONTRIBUTIONS - OK SILVER HAIRED LEG PROGRAM



481114 VETERANS AFFAIRS IMPROVEMENT



481115 CONTRIBUTIONS -  NONGAME WILDLIFE IMPROVEMENT PROGRAM



481116 CONTRIBUTIONS - OTHER



481117 CONTRIBUTIONS - ORGAN DONOR ACT



481118 CONTRIBUTIONS - OK BREAST CANCER ACT



481119 CONTRIBUTIONS - BOMBING MEMORIAL FUND



481120 CONTRIBUTIONS - REGIONAL FOOD BANK



481121   COURT AWARDED JUDGEMENTS



481122 CONTRIBUTIONS - SUPPORT CAPITOL DOME



481123 CONTRIBUTIONS - SUPPORT NATIONAL GUARD



481124 CONTRIBUTIONS - OK LEUKEMIA & LYMPH FUND



481125 SURETY BONDS FORFEITED



481126 CONTRIBUTIONS - PANCREATIC CANCER RESEARCH



481155 SEIZED CASH - STATE JUDGEMENTS



481156 SEIZED CASH - FEDERAL JUDGEMENTS



481158 SEIZED PROPERTY - STATE JUDGEMENTS



481159 SEIZED PROPERTY - FEDERAL JUDGEMENTS



481271 ABANDONED MINERAL INTERESTS



482100 FUNDS HELD FOR OTHERS



482101 DEPOSITS BY PATIENTS & INMATES



482105 DEPOSITS HELD FOR LOCAL GOVERNMENTS



482110 EMPLOYEES DEFERRED COMPENSATION-DEFERRED COMP PLAN



482115 ESCROW DEPOSIT



482119 COMMERCIAL VEHICLE REG./CAB CARDS & TAG (ASA ONLY)



482121 CREDIT CARD FEES



482125 EMPLOYEE DEFINED CONTRIB PLAN



483100 SALE OF DEBT AND INVESTMENTS



483101 SALE OF BONDS - STATE OR AGENCY BONDS



483105 PROCEEDS OF NOTES ISSUED (AS AUTHORIZED BY LAW)
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483110 SALE OF INVESTMENT SECURITIES-NOT CAPITAL GAIN



483111 SALE OF INVESTMENT SECURITIES OF FEDERAL FUNDS



483115 RECEIPT/FUNDS MASTER CUSTODIAN



483600 SALE OF PROPERTY



483601 SALE OF SEIZED VEHICLES



483605 SALE OF SURPLUS PROPERTY



483607 SALE OF SALVAGE



483612 SALE OF LAND OR LAND IMPROVEMENT



483621 SALE OF BUILDINGS & NON-STRUCTURAL IMPROVEMENTS



483622 SALE OF BUILDINGS - NON STRUCTURAL EQUIPMENT



483630 SALE OF MACHINERY & EQUIPMENT



483631 SALE OF MOTOR VEHICLES, MACHINERY & EQUIPMENT



483632 SALE OF OTHER AGENCY NON-MOTOR POOL VEHICLE  AT AUCTION



483675 INTER-AGENCY - SALE OF PROPERTY



483676 INTER-AGENCY VEHICLE SALE NON-MOTOR POOL



483685 INTRA-AGENCY - SALE OF PROPERTY



483686 INTRA-AGENCY VEHICLE SALE NON-MOTOR POOL



484100 EMPLOYER PAYROLL BENEFIT CONTRIBUTIONS



484101 STATE AGENCY CONTRIBUTION TO EMPLOYEE RETIREMENT PLAN



484102 STATE AGENCY CONTRIBUTION TO EMPLOYEE HEALTH INS PLAN



484103 LOCAL GOVT PAYMENTS TO EMPLOYEE HEALTH INS PLAN



484105 LOCAL GOVT PAYMENTS TO EMPLOYEE LIFE INS PLAN



484106 LOCAL GOVT PMTS TO EMPLOYEE DISABILITY INS PROGRAM



484110 STATE AGENCY UNEMPLOYMENT COMPENSATION TAX



484121 LOCAL GOVT PAYMENTS TO EMPLOYEE RETIREMENT PLANS



484122 LOCAL GOVT PAYMENTS TO EMPLOYEE HEALTH INS PLAN



484123 LOCAL GOVT PAYMENTS TO EMPLOYEE LIFE INS PLAN



484131 EMPLOYEE CONTRIBUTIONS TO EMPLOYEE RETIREMENT PLAN



484132 EMPLOYEE CONTRIBUTIONS TO EMPLOYEE HEALTH INS PLAN



484133 EMPLOYEE CONTRIBUTIONS TO EMPLOYEE LIFE INS PLAN



484134 EMPLOYEE PAYROLL WITHHOLDING/FLEXIBLE
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484142 FICA CONTRIBUTION ON SPECIAL INSURANCE BENEFIT-OMES



484172 INTER-AGENCY - STATE CONTRIBUTION TO RETIREMENT PLAN



484173 INTER-AGENCY - STATE CONTRIBUTION TO HEALTH INS PLAN



484175 INTER-AGENCY - STATE CONTRIBUTION TO LIFE INS PLAN



484176 INTER-AGENCY - STATE CONTRIB FOR DISABILITY INS PROGRAM



484177 INTER-AGENCY - STATE CONTRIBUTION DEF SAV INCNTV PLAN



484178 INTER-AGENCY - STATE CONTRIBUTION DEFINED CONTRIBUTION



484179 INTER-AGENCY - UNEMPLOYMENT COMPENSATION TAX



484200 EMPLOYEE PAYROLL BENEFIT CONTRIBUTIONS



484214 DIRECT EMPLOYEE PAYMENTS FOR BENEFITS



484272 INTER-AGENCY - EMPLOYEE CONTRIB TO ST RETIREMENT PLAN



484273 INTER-AGENCY - EMPLOYEE CONTRIB TO ST HEALTH INS PLAN



484275 INTER-AGENCY - EMPLOYEE CONTRIB TO ST LIFE INS PLAN



484276  INTER-AGENCY - EMPLOYEE CONTRIB TO FLEXIBLE BENEFIT PLAN



484277 OMES USE ONLY - FICA CONTRIBUTION ON SPEC INS BENEFITS



484300 LOCAL GOVT/SCH DISTRICT GROUP INSURANCE CONTRIBUTIONS



484301 LOCAL GOV/SCH DISTRICTS PMTS - HEALTH LIFE DISABILITY



488100 INTER/INTRA AGENCY TRANSFERS OF FUNDS



488101 INTER-AGENCY TRANSFER FROM TREASURY FUND-LEGISLATED



488111 INTER-AGENCY TRANSFER FROM TREASURY FUND - OTHER



488121 INTRA-AGENCY TRANSFER FROM TREASURY FUND



488171 INTER-AGENCY TRANSFER FROM OPERATING FUND - LEGISLATED



488172 INTER-AGENCY TRANSFER FROM OPERATING FUND - OTHER



488174 INTER-AGENCY TRANSFER FROM CONSTRUCTION FUND - OTHER



488181 INTRA-AGENCY TRANSFER FROM OPERATING FUND



488184 INTRA-AGENCY TRANSFER FROM SPECIAL ACCOUNTS



488191 INTER-AGENCY PAYMENTS - PURCHASE CARDS



489100 OTHER NON-REVENUE RECEIPTS



489101 OMES DIRECTED NON-REVENUE DEPOSITS



489199 OTHER NON-REVENUE RECEIPTS



499400 OUT-YR FED. RECT. FOR CURRENT YEAR EXPENDITURES
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510000 PERSONAL SERVICES



520000 TRAVEL EXPENSES



530000 ADMINISTRATIVE EXPENSE



540000 PROPERTY, FURNITURE, EQUIPMENT, AND RELATED DEBT



550000 GENERAL ASSISTANCE, AWARDS, GRANTS, AND OTHER PROGRAM-DIRECTED 



PAYMENTS (E.G., SCHOLARSHIP & INCENTIVE PROGRAMS, PAYMENT & 



REIMBURSEMENT APPROVED PROGRAMS, PAYMENTS TO LOCAL GOVERNMENTS, 



ETC.)



560000 TRANSFERS AND OTHER DISBURSEMENTS



600000 AFP ENCUMBRANCES AND EMPLOYEE WITHHOLDING



Account 



Code



Category or  



Account Name Description



510000 PERSONAL SERVICES 



511000 SALARY EXPENSE



511110 SALARIES - REGULAR 



PAY AND SALARY 



ADJUSTMENTS



Payroll - Payment of wages to employees for services to 
the state based on monthly, semimonthly, biweekly or other 
fixed period, including hourly and salary basis for both full-
time and permanent part-time employment. Also include 



salary adjustment payments. 



NOTE: Includes permanent part-time salaried employees.



511120 SALARIES - REGULAR 



PAY AND SALARY 



ADJUSTMENTS 



(LEGISLATURE) 



Payroll - Payment of salary compensation to members of the 



State Legislature. Also include salary adjustment payments. 



511130 SALARIES - NON-



REGULAR PAY AND 



SALARY ADJUSTMENTS 



(E.G., PART-TIME,  



SEASONAL, 



TEMPORARY, ETC.)



Payroll - Payment of salary compensation to non-permanent 



employees for services to the state based on hourly, daily 



or other short-term wage rate period. Also include salary 
adjustment payments.



NOTE: Permanent part-time salaried employees are 



included under OEC 511110.



511140 SALARIES - HIGHER 



EDUCATION (H.E.) 



TEACHING PAY AND 



SALARY ADJUSTMENTS



Payroll - Payment of salary compensation to regular full-



time teaching staff of institutions of the system of H.E. 



for services to the state. Also include salary adjustment 



payments.
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511150 SALARIES - HIGHER 



EDUCATION 



PROFESSIONAL



(NON-TEACHING) 



PAY AND SALARY 



ADJUSTMENTS



Payroll - Payment of salary compensation for professional 



services other than teaching services (e.g., salaries paid 



for administrative services, separately budgeted research 



services and other such services). Also include salary 



adjustment payments.



511160 SALARIES - HIGHER 



EDUCATION NON-



PROFESSIONAL 



PAY AND SALARY 



ADJUSTMENTS



Payroll - Payment of salary compensation not classified as 
Teaching Salaries or Professional Salaries (e.g., salaries of 



clerical personnel, maintenance personnel, students, etc.). 



Also include salary adjustment payments.



511170 SALARIES - HIGHER 



EDUCATION OTHER 



TEACHING PAY AND 



SALARY ADJUSTMENTS



Payroll - Payment of salary compensation to adjunct, 



temporary and substitute teachers for teaching services, and 



other teaching salaries not covered by any other teaching 



salary code. Also include salary adjustment payments.



511210 LONGEVITY PAY - STATE 



EMPLOYEES (NON-



HIGHER EDUC.)



Payroll - Longevity payment for state employees as 



authorized under the state longevity pay plan (74 O.S. § 



840-2.18).



511220 LONGEVITY PAY - 



INSTITUTIONS OF 



HIGHER EDUCATION 



(H.E.)



Payroll - Longevity payment for employees of institutions 



of the Higher Education system under the approved H.E. 



longevity pay plan.



511230 INDIVIDUAL INCENTIVE 



PAY AND SAFETY 



AWARDS



Payroll - Payment of individual incentive pay to employees 



of a participating agency as approved by the Committee 



for Incentive Awards for State Employees (74 O.S. § 4111, 



et seq.). This code also includes authorized payments to 



individuals for safety awards, such as under the Department 
of Veteran Affairs Safety Awards program (72 O.S. § 



63.10a).



511240 DATA PROCESSING 



SIGNING INCENTIVE 



PAYMENTS



Payroll - Payment of individual incentive pay to individuals 



hired to fill professional-level data processing positions. One 
or two payments not to exceed a total of $5,000. (Executive 



Order 98-05, 2/18/98)



511250 UNIT INCENTIVE PAY Payroll - Payment of unit incentive pay for employees of 



a participating agency as approved by the Committee for 



Incentive Awards for State Employees. (74 O.S. § 4111, et 



seq.)



511260 INDIVIDUAL HEALTH 



INCENTIVE PAYMENTS



Payroll - Payment of monetary incentives to employees 



participating in an approved personal health improvement 



program (e.g., OK Health Program). 
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511270 OVERTIME WAGES Payroll - Payment of authorized employees’ overtime hours 



worked.



511280 HOLIDAY PAY Payroll - Payments of authorized holiday pay.



511290 PAY DIFFERENTIAL Payroll - Payments of authorized differential.



511300 EDUCATION LOAN 



INCENTIVES



Payroll – Payment of educational loan incentives to eligible 



employees under a qualified educational loan expense 
program allowing payments by state agencies on behalf of 
eligible employees to any private or public entity for qualified 
educational loan expenses, not to exceed $5,000.00 in any 
12-month period and a cumulative total reimbursement 



not to exceed $15,000.00. (Financial Reimbursement for 
Educational Expenses Act of 2007, per HB 1114, Second 



Regular Session of the 50th Legislature)



511310 TERMINAL LEAVE Payroll - Payment of unused accrued annual leave to an 



employee upon termination of employment with a paying 
agency.



511320 DEFERRED 



COMPENSATION - 



OPERS



Payroll - Payments to the Oklahoma Public Employees 



Retirement System (OPERS) on behalf of employees 



participating in the state tax-sheltered income deferment 



plan. (74 O.S. § 1701, et seq.) 



511330 DEFERRED 



COMPENSATION - 



EDUCATION



Payroll - Payments made on behalf of the state education 



system teachers and full-time employees participating in 



tax-sheltered income deferment plans. (Section 403 (b) of 



the Internal Revenue Code and 70 O.S. § 6-101.1)



511350 CAFETERIA PLAN - 



STATE



Payroll - Payment of adjustments to employees’ gross salary 



for the State Cafeteria Plan as administered by OMES 



Human Capital Management.



511370 CAFETERIA PLAN - 



GROUP INSURANCE



Payroll - Payment of adjustments to employees’ gross salary 



for the Group Insurance Cafeteria Plan as administered by 



OMES Human Capital Management.



511390 CAFETERIA PLAN - 



OTHER (E.G., HIGHER 



EDUCATION)



Payroll - Payment of adjustments to employees’ gross 



salary for other cafeteria plans as administered by individual 



agencies and institutions (e.g., system of higher education).



511400 COMPENSATION 



- BOARD AND 



COMMISSION MEMBERS



Payroll - Reportable payments subject to IRS regulations 



covering miscellaneous compensation and reimbursements 



to individuals.
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511420 EXCESS BENEFIT 



ALLOWANCE



Payroll - Payment of excess allowance authorized state 
employees for purchase of insurance over the actual cost of 



the elected insurance.



511430 EMPLOYEE EXPENSE 



ALLOWANCE-



REPORTABLE



Payroll - Payment of reportable expense reimburse-



ment allowance under non-accountable plan established 
for employee expense reimbursement (e.g., uniform 



maintenance allowances).



511440 SIGNING INCENTIVE 



PLAN PAYMENTS - NON 



DATA PROCESSING



Payroll - Payment of individual sign-on incentive pay to 



individuals hired to fill positions in any job family for which 
the Appointing Authority has identified as having critical 
recruitment and retention problems. Authorizes a lump-sum 



payment not to exceed a total of $5,000 during the week of 
the individual’s enter-on-duty date or in two equal payments 
during the first six months of state employment. May also 
apply to current and former state employees meeting certain 



criteria. (Merit Rules OAC 530:10-7-6) See OEC 511240 - 



Data Processing Signing Incentive Payments, for the data 



processing job families.



511450 CONTINUOUS SERVICE 



INCENTIVE PLAN 



PAYMENTS



Payroll - Payment of individual incentive pay to individuals 



hired to fill positions in any job family for which the 
Appointing Authority has identified as having critical 
recruitment and retention problems. Authorizes scheduled 



payments not to exceed a total of $5,000, with no more that 
$2,500 in any 12-month period. May also apply to current 
and former state employees meeting certain criteria. (Merit 



Rules OAC 530:10-7-11)



511999 DEFAULT PAYROLL 



ACCOUNT FOR OMES 



USE ONLY



This account is used within transactions processed by the 
HCM payroll system for transactions related to Higher Ed 



PFT transactions. It should not be used on any voucher 



payment.



512000 INSURANCE PREMIUMS - HEALTH, LIFE, ETC



512110 INSURANCE PREMIUMS 



- HEALTH AND LIFE 



(STATE PLAN)



Payment of contributions made by state agencies for the 



cost of group insurance covered under OMES Employees 



Group Insurance Division.
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512120 INSURANCE PREMIUMS 



- HEALTH AND LIFE 



(OTHER)



Payment of contributions by state agencies for employee 



coverage in group health and life insurance plans other than 



OMES Employees Group Insurance Division (e.g., disability 



and dismemberment type insurance), including payments 



made directly to an insurance carrier . 



NOTE: May also include payments of premiums for 



insurance purchased for students, such as insurance 



covering participation in school athletic activities.



512130 INSURANCE PREMIUMS 



- RETIREES’ HEALTH 



(HIGHER EDUCATION)



Payments by institutions of the State System of Higher 



Education for health insurance premiums for retirees 



enrolled in the H.E. pension systems.



512140 INSURANCE PREMIUMS 



- RETIREES’ HEALTH 



(STATE PENSION



SYSTEMS)



Payments by state agencies for health insurance premiums 



for retirees enrolled in the state pension systems.



512150 INSURANCE PREMIUMS 



- RETIREES’ LIFE 



(HIGHER EDUCATION)



Payments by institutions of the state system of higher 



education for life insurance premiums for retirees enrolled in 



the pension system for higher education.



512210 UNEMPLOYMENT 



COMPENSATION - 



PAYROLL



Payroll - Payment of unemployment compensation tax 



required for employees covered under the Oklahoma 



Employment Security Act.



512230 UNEMPLOYMENT 



COMPENSATION 



REIMBURSEMENT



Payments by state agencies to reimburse the Oklahoma 



Employment Security Commission for paid-out benefits.



512310 INSURANCE PREMIUMS 



- WORKER’S’ 



COMPENSATION



Payments to insurers (e.g., CompSource) for premiums 



covering workers’ compensation insurance.



512330 WORKERS’ 



COMPENSATION 



MEDICAL VOUCHERS 



DEDUCTIBLE



Payment to insurers (e.g., CompSource) of employer’s 



obligation for workers’ compensation medical vouchers 
deductible expense.



513000 FICA AND RETIREMENT CONTRIBUTIONS



513110 STATE SHARE - FICA Payments for the state’s (employer) share contribution made 



under the Federal Insurance Contributions Act (FICA).



513120 STATE SHARE - MQFE/
FICA (MEDICARE 



QUALIFIED FEDERAL 
EMPLOYEES (MQFE)



Payments for the state’s (employer) share contribution for 



Medicare qualified federal employees (MQFE).
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513220 STATE SHARE – 



OKLAHOMA WILDLIFE 



DEPARTMENT’S 



RETIREMENT 



PROGRAM – DEFINED 



CONTRIBUTION PLAN



Payments of the state’s (employer) share contribution to the 



Wildlife Department’s Defined Contribution Retirement Plan 
for employees hired after 7/1/2010.



513230 STATE SHARE - 



OKLAHOMA PUBLIC 



EMPLOYEES 



RETIREMENT SYSTEM 



(OPERS)



Payments for the state’s (employer) share contribution to 



the Oklahoma Public Employees Retirement Program. Also 



includes payments of employees’ unused sick leave upon 



vesting or retirement.



513240 STATE SHARE - 



OTHER AUTHORIZED 



RETIREMENT SYSTEMS



Payment of the state’s (employer) share contributions to 



other authorized state retirement programs (e.g., Oklahoma 



Law Enforcement Retirement System and the Oklahoma 
Teachers Retirement System).



513250 STATE RETIREMENT - 



PAYMENTS ON BEHALF 



OF LOCAL GOVERN- 



MENTAL SUB-DIVISIONS



Payments by or through state agencies to an Oklahoma 



Retirement System on behalf of employees of participating 



local governmental subdivisions.



513260 EMPLOYEE DEFERRED 



INCENTIVE SAVINGS 



PLAN (AGENCY 515 



ONLY)



Payment of the $25 match to the covered employee 
accounts under the SoonerSave Deferred Compensation 



Plan.



513270 STATE SHARE - 



JUDICIAL RETIREMENT



Payments for the state’s (employer) share contribution to 



the Oklahoma Public Employees Retirement System for the 



State Judicial Retirement Program.  



513280 STATE MATCH AND 



ADMINISTRATION FEE - 



STATE PLAN ANNUITY



Payments for the state’s match under the State Plan 



Annuity. This will also include the administration fee to 
the Oklahoma Public Employees Retirement System for 



administering the program.



513290 STATE MATCH AND 



ADMINISTRATION 



FEE – DEFINED 



CONTRIBUTION PLAN



Payments for the state’s match under the Defined 
Contribution Plan. This will also include the adminstration 
fee to the Oklahoma Public Employees Retirement System 



for administering the program.



513300 RET SAVINS – DEF 



CONTRIBUTION PLAN



Payments for deposit to the Oklahoma Public Employees 



Retirement System for employer retirement savings made 



pursuant to the Retirement Freedom Act. (74 O.S. § 935.10)



513320 SUPPLEMENTAL 



RETIREMENT PLANS - 



HIGHER EDUCATION



Payments by institutions of the state system of higher 



education for authorized employee supplemental retirement 



plans.
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514000 BENEFIT PAYMENTS



514110 UNEMPLOYMENT 



COMPENSATION 



(AGENCY 290 - ASA)



Payments by the Oklahoma Employment Security 



Commission for unemployment compensation vouchers 



made from their authorized depository class fundings.



514210 WORKERS’ 



COMPENSATION



Payments to employees resulting from judgments/ 



settlements ordered by the Workers’ Compensation Court.



514310 DISABILITY BENEFITS 



(AGENCY 516-ASA)



Payments by OMES Employees Group Insurance Division 



from their Agency Special Account (ASA) class funding for 



disability payments.



514350 HEALTH, DENTAL & 



LIFE INSURANCE - 



CONTRACT PLANS



VOUCHERS (Agency 516 



- ASA)



Payments by OMES Employees Group Insurance Division 



to vendors who operate employee Health Maintenance 
Organization (HMO) and other approved insurance plans.



514360 SELF-INSURED 



INSURANCE 



BENEFIT CLAIMS 



PAYMENTS OR CLAIM 



REIMBURSEMENT TO 



TPA



Payments for Third Party Administrator Claim Cost and 



Administration Cost under a self-insured plan.



514370 SELF-INSURED PLAN - 



REINSURANCE



Payments for Reinsurance Premiums under a self-insured 



plan.



514410 RETIREMENT & 



DISABILITY PAYMENTS - 



NON-PAYROLL



Non-payroll retirement & disability payments made to 



persons under the state’s various employee retirement 



systems.



514420 RETIREMENT 



PAYMENTS (PUBLIC 



EMPLOYEES 



RETIREMENT 



SYSTEM) - PAYROLL



Payroll - Payments to retired employees covered under the 



state’s public employees’ retirement system.



514430 RETIREMENT 



PAYMENTS (HIGHER 



EDUCATION) - NON-



PAYROLL



Non-payroll payments to retired employees of the system 



of higher education under plans adopted by the respective 



controlling boards.



514440 RETIREMENT 



PAYMENTS (HIGHER 



EDUCATION) - PAYROLL



Payroll - Payments to retired employees of the system of 



higher education under a plan adopted by the respective 



controlling board.
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514510 DEATH BENEFITS 



PAYMENTS FOR 



RETIREES - PENSION 



SYSTEMS



Payments of death benefits for retirees covered under the 
state pension plans.



515000 PROFESSIONAL SERVICES



515010 OFFICES OF LAWYERS Payments for legal services provided by offices of legal 
practitioners known as lawyers and attorneys.



515020 OFFICES OF NOTARIES Payments for services provided by establishments primarily 



engaged in drafting, approving and executing legal 



documents.



515030 Other Legal Services Payments for specialized legal and paralegal services 



provided by offices of legal practitioners, other than lawyers 
and attorneys. May include court reporting.



515060 ACCOUNTING, TAX 



PREPARATION, 



BOOKKEEPING, AND 



PAYROLL



SERVICES



Payments to establishments providing services for auditing, 



accounting and preparation of financial records and 
statements, designing accounting systems, etc.



515090 CONTRACT 



CORRECTIONAL 



SERVICES (ADULT & 



JUVENILE)



Payments to facilities for providing housing, security and 



related services (per contractual requirements) for adult and 



juvenile offenders placed under State supervision. 



515210 PAYMENTS FOR 



CONTRACT MENTOR 



SERVICES



Payments to persons performing mentorship services under 



contract with the Oklahoma Military Department pursuant to 
the Department’s authorized mentorship program(s).



515220 ARCHITECTURAL 



SERVICES



Payments for services in the planning and designing of 



buildings and structures, whereby, applying knowledge of 
design, construction procedures, etc.



515230 LANDSCAPE 



ARCHITECTURAL 



SERVICES



Payments for services in the planning and designing 



development of land areas, whereby, applying knowledge of 
land characteristics, landscape design, etc.



515240 ENGINEERING 



SERVICES



Payments for services providing plans, designs and 



technical services during construction or installations, 



whereby, applying physical laws and principles of 
engineering.



515250 DRAFTING SERVICES Payments for services providing the drawing of detailed 
layouts, plans and illustrations related to engineering and 



architectural specifications. 
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515260 BUILDING INSPECTION 



SERVICES



Payments for services providing building inspections, 



whereby, evaluating building structures and physical 
conditions of property, etc.



515270 GEOPHYSICAL 



SURVEYING AND 



MAPPING SERVICES



Payments for services providing the gathering, interpreting 



and mapping of geophysical data, and conducting surveys 



for engineering purposes (e.g., for subsurface resources 



such as oil, gas, etc.).



515280 SURVEYING AND 



MAPPING (EXCEPT 



GEOPHYSICAL) 



SERVICES



Payments for services providing the surveying and mapping 



of areas (except geophysical), such as for easements, etc.



515290 TESTING 



LABORATORIES



Payments for services providing physical, chemical and 



other analytical testing (except medical and veterinary) in a 



laboratory or on-site.



515300 INTERIOR DESIGN 



SERVICES



Payments for services providing planning, designing and 



administering projects in interior spaces.



515310 INDUSTRIAL DESIGN 



SERVICES



Payments for services providing designs and specifications 
optimizing the use, value and appearance of products.



515320 GRAPHIC DESIGN 



SERVICES



Payments for services providing planning, designing and 



managing the production of visual communications.



515330 OTHER SPECIALIZED 



DESIGN SERVICES



Payments for services providing professional designs 



(except architectural, landscape, architecture, engineering, 



interior, industrial, graphic, and computer system design).



515350 CUSTOM COMPUTER 



PROGRAMMING 



SERVICES



Payments for services providing the writing, modifying, 
testing and supporting of software to meet the agency’s 
needs.



NOTE: Requires OMES Information Services review.



515360 COMPUTER SYSTEMS 



DESIGN SERVICES



Payments for services providing the planning and designing 



of computer systems that integrate computer hardware, 
software and communication technologies (The hardware 
and software components may be provided by the vendor, 
agency, or by a third party.) 



NOTE: Requires OMES Information Services review.



515370 COMPUTER FACILITIES 



MANAGEMENT 



SERVICES



Payments for services providing on-site management and 



operation of the agency’s computer systems and/or data 



processing facilities.



NOTE: Requires OMES Information Services review.
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515380 OTHER COMPUTER 



RELATED SERVICES



Payments for services providing computer related services 



(except custom programming, systems integration design 



and facilities management). Examples are computer 



disaster recovery services and software installation services.
NOTE: Requires OMES Information Services review.



515400 ADMINISTRATIVE 



MANAGEMENT 



AND GENERAL 



MANAGEMENT 



CONSULTING SERVICES



Payments for services providing operating advice and 



assistance on administrative management issues. Also 



includes general management consultants.



515410 HUMAN RESOURCES 



AND EXECUTIVE 



SEARCH CONSULTING 



SERVICES



Payments for services providing advice and assistance 



in the area of human resources (i.e., personnel, benefits, 
compensation, search and recruitment).



515420 MARKETING 



CONSULTING SERVICES



Payments for services providing operating advice and 



assistance on marketing issues (e.g., objectives, sales 



forecasting, pricing, etc.).



515430 PROCESS, PHYSICAL 



DISTRIBUTION, 



AND LOGISTICS 



CONSULTING SERVICES



Payments for services providing operating advice and 



assistance in such areas as manufacturing, productivity, 



production planning, quality assurance/control, inventory, 



warehouse utilization, transportation, materials and 
handling.



515440 OTHER MANAGEMENT 



CONSULTING SERVICES



Payments for services providing management consulting 



(except administrative and general management, human 



resources, marketing; or process, physical distributions and 



logistics).



515450 ENVIRONMENTAL 



CONSULTING SERVICES



Payments for services providing advice and assistance on 



environmental issues (i.e., environmental contamination, 



water quality, etc.).



515460 OTHER SCIENTIFIC 



AND TECHNICAL 



CONSULTING SERVICES



Payments for services providing advice and assistance on 



scientific and technical issues (except environmental).



515470 RESEARCH AND 



DEVELOPMENT IN 



THE PHYSICAL, 



ENGINEERING, AND 



LIFE SCIENCES



Payments for services providing research and experimental 



development in the areas of physical, engineering or life 



sciences (i.e., agriculture, electronics environmental, health, 



medicine, food, botany, etc.).
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515480 RESEARCH AND 



DEVELOPMENT IN THE 



SOCIAL SCIENCES AND 



HUMANITIES



Payments for services providing research and analysis in 



cognitive development, sociology, psychology, language, 



behavior, economic and other social science and humanities 



research.



515490 ADVERTISING AND 



RELATED SERVICES



Payments for services providing advertising campaigns and 



placing such advertising in newspapers, radio, television, 
etc. (not for just placing an ad in the newspaper - use OEC 
531160)



515500 MARKETING RESEARCH 



AND PUBLIC OPINION 



POLLING



Payments for services providing the systematic gathering, 



recording, tabulating and presenting of marketing and public 



opinion data.



515510 PHOTOGRAPHIC 



SERVICES



Payments for services providing still, video or digital 



photography.



515520 TRANSLATION AND 



INTERPRETATION 



SERVICES



Payments for services in translating written material and 
interpreting speech from one language to another and in 



providing sign language services.



515530 VETERINARY SERVICES Payments for services providing veterinary medicine, 



dentistry or surgery for animals. Also includes testing 



services for veterinarians. 



515540 ALL OTHER 



PROFESSIONAL, 



SCIENTIFIC, AND 



TECHNICAL SERVICES



Payments for providing professional, scientific or technical 
services (except as provided for elsewhere).



515550 MANAGEMENT OF 



COMPANIES AND 



ENTERPRISES



Payments for services providing management under one of 



the following: 1) holding securities or other equity interests; 
2) to administer, oversee and manage but without holding 
securities or other equity interests; or 3) to both administer 



and have holdings.



515560 OFFICE 



ADMINISTRATIVE 



SERVICES



Payments for providing a range of day-to-day office 
administrative services, such as financial planning, billing 
and record keeping, personnel, etc. But not providing the 



operating staff.



515570 EMPLOYMENT 



PLACEMENT SERVICES



Payments for services providing employment listings and 



placement (of new employees). Also includes supplying 
workers for limited periods of time (temporary help).



515580 BUSINESS SUPPORT 



SERVICES



Payments for services providing activities that are ongoing 



routine business support functions.
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515590 DOCUMENT 



PREPARATION 



SERVICES



Payments for services providing such things as letter or 



resume writing; document editing or proofreading; typing, 
word processing or desktop publishing; and stenographic 
(except court reporting), transcription, and other secretarial 



services dealing with documents.



515600 TELEPHONE CALL 



CENTERS



Payments for services providing primarily answering 
services and relaying messages, telemarketing on a fee 



basis, taking orders by phone, soliciting contributions, 



providing information, etc.



515610 BUSINESS SERVICE 



CENTERS



Payments for services providing mailbox rental and other 



postal and mailing services (except direct mail advertising); 



copy centers or shops, providing photocopying, duplicating, 



blueprinting, and other document copying; etc.



515620 COLLECTION AGENCIES Payments for services providing payment collection and 



remitting such collection to the agency.



515630 CREDIT BUREAUS Payments for services providing credit and employment 



histories on individuals and credit histories on businesses, 



with information going to financial institutions, retailers, and 
others needing such information.



515640 OTHER BUSINESS 



SUPPORT SERVICES



Payments for providing business support services (except 



as provided for elsewhere). 



515650 INVESTIGATION AND 



SECURITY SERVICES



Payments for providing such things as investigative and 



detective services, guard and patrol services, protected 



pickup and delivery of valuable items, security system sales 



with installation and repair, or system monitoring services.



515660 EDUCATIONAL 



SERVICES



Payments for services providing instruction and training 



by specialized establishments such as schools, colleges, 



universities and training centers. May also include 



individuals providing instruction and training.



515700 OFFICES OF 



PHYSICIANS (EXCEPT 



MENTAL HEALTH 



SPECIALISTS)



Payments for services provided by doctors (M.D. or D.O.) 



in the practice of general or specialized medicine (except 



psychiatry or psychoanalysis) or surgery. 



515710 OFFICES OF 



PHYSICIANS, MENTAL 



HEALTH SPECIALISTS



Payments for services provided by doctors (M.D. or D.O.) 



primarily in the practice of psychiatry or psychoanalysis.



515720 OFFICES OF DENTISTS Payments for services provided by doctors (D.M.D., D.D.S. 



or D.D.Sc.) in the practice of general or specialized dentistry 



or dental surgery.
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515730 OFFICES OF 



CHIROPRACTORS



Payments for services provided by doctors (D.C.) in the 



practice of chiropractic treatment.



515740 OFFICES OF 



OPTOMETRISTS



Payments for services provided by doctors (O.D.) in the 



practice of optometry.



515750 OFFICES OF 



MENTAL HEALTH 



PRACTITIONERS 



(EXCEPT PHYSICIANS)



Payments for services provided by mental health 



practitioners (except physicians) in the practice of diagnosis 



and treatment of mental, emotional and behavioral 



disorders.



515760 OFFICES OF PHYSICAL, 



OCCUPATIONAL AND 



SPEECH THERAPISTS, 



AND AUDIOLOGISTS



Payments for services provided by health practitioners in 



the practice of administering medically prescribed physical 



therapy treatment. Also, providing educational, recreational 



and social activities for patients or individuals with 
disabilities. 



515770 OFFICES OF 



PODIATRISTS



Payments for services provided by doctors (D.P.) in the 



practice of podiatry (foot).



515780 OFFICES OF ALL OTHER 



MISCELLANEOUS 



HEALTH 



PRACTITIONERS



Payments for services provided by other health practitioners 



(except as provided for elsewhere).



515790 FAMILY PLANNING 



CENTERS



Payments for services providing a range of family planning 



service on an outpatient basis (e.g., prenatal counseling, 



etc.).



515800 OUTPATIENT MENTAL 



HEALTH AND 



SUBSTANCE ABUSE 



CENTERS



Payments for services providing outpatient diagnosis and 



treatment of mental health disorders and substance abuse.



515810 OTHER OUTPATIENT 



CARE CENTERS



Payments for services providing general or specialized 



outpatient care (except family planning and outpatient 



mental health and substance abuse centers).



515820 MEDICAL AND 



DIAGNOSTIC 



LABORATORIES



Payments for services providing analytical or diagnostic 



services, generally to the medical profession or patient 



referrals.



515830 HOME HEALTH CARE 



SERVICES



Payments for in-home services providing skilled nursing, 



physical therapy, medical equipment, etc.



515840 AMBULANCE SERVICES Payments for services providing transportation of patients 



by ground or air, along with medical care.



240











Appendix 4: Account Codes – Expenditure



OMES: Statewide Accounting Manual
320



Go to Appendix 4 table of contents
Go to main table of contents



Account 



Code



Category or  



Account Name Description



515850 ALL OTHER 



AMBULATORY HEALTH 



CARE SERVICES



Payments for services providing ambulatory health care 



(except as provided for elsewhere).



515860 GENERAL MEDICAL AND 



SURGICAL HOSPITALS



Payments for hospital services providing diagnostic and 



medical treatment to patients.



515870 PSYCHIATRIC AND 



SUBSTANCE ABUSE 



HOSPITALS



Payments for services provided by hospitals specializing in 



psychiatric and substance abuse treatment.



515880 SPECIALTY HOSPITALS 



(EXCEPT PSYCHIATRIC 



AND SUBSTANCE 



ABUSE) 



Payments for services provided by hospitals specializing 



in the diagnostic and medical treatment of inpatients 



with specific type of disease or medical condition (except 
psychiatric or substance abuse conditions).



515890 NURSING CARE 



FACILITIES



Payments for services of an establishment providing 



inpatient nursing and rehabilitative treatment.



515900 RESIDENTIAL MENTAL 



RETARDATION 



FACILITIES



Payments for services of an establishment providing 



residential care for persons diagnosed with mental 
retardation.



515910 RESIDENTIAL 



MENTAL HEALTH AND 



SUBSTANCE ABUSE 



FACILITIES



Payments for services of an establishment providing 



residential care and treatment for patients with mental health 
and substance abuse illnesses. 



515920 COMMUNITY CARE 



FACILITIES FOR THE 



ELDERLY



Payments for services of an establishment providing 



residential and personal care for the elderly and 



other persons unable to care for themselves or to live 



independently.



515930 OTHER RESIDENTIAL 



CARE FACILITIES



Payments for services of an establishment providing 



residential care (except as provided for elsewhere).



515940 INDIVIDUAL AND FAMILY 



SERVICES



Payments for services providing nonresidential social 



assistance for children and youth, elderly, disabled, etc.; and 



for families.



515950 COMMUNITY FOOD, 



HOUSING, EMERGENCY 



AND OTHER RELIEF 



SERVICES



Payments for services providing the collection, preparation 



and delivery of food for the needy. Also, community housing; 



construction and housing repair for low-income individuals/
families, disabled, and elderly; and other assistance (e.g., 



food, shelter, clothing, etc.).



515960 VOCATIONAL 



REHABILITATION 



SERVICES



Payments for services of an establishment providing 



vocational or rehabilitation services (e.g., job counseling, job 



training, work experiences, etc.).
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515970 CHILD DAY CARE 



SERVICES



Payments for services of an establishment providing day 



care of infants or children.



515980 ARTS, ENTERTAINMENT, 



AND RECREATION



Payments for services providing entertainment in the 



area of Performing Arts, Spectator Sports, and related 



entertainment/recreation industries.



515990 OTHER SERVICES 



(EXCEPT PUBLIC 



ADMINISTRATION)



Payments for professional services not provided for 



elsewhere. (excludes Public Administration services).



517000 REPORTABLE COMPENSATION



517110 MOVING EXPENSES - 



EMPLOYEE TRANSFER



Payment to a certified carrier for the cost of moving an 
employee permanently transferred at the request of a state 



agency (See 74 O.S. § 500.51 et seq.). This may also 



include payment/reimbursement of moving expenses for 



“new hires” of certain constitutionally created institutions of 
the state H.E. system.



NOTE: Does not include moving expenses for new hires or 
state employees transferred from another state agency, as 



with interagency transfers, except as noted for institutions of 
the state H.E. system.



519000 EMPLOYEE BENEFITS - ADMINISTRATION



519130 FLEXIBLE BENEFITS - 



ADMINISTRATION



Payments for deposit into the General Revenue Fund of 



interagency reimbursements for employer Social Security 



(FICA) savings made pursuant to the State Employee 



Flexible Benefits Plan Act (74 O.S. § 1347).



520000 TRAVEL EXPENSES



521000 TRAVEL - REIMBURSEMENTS



521110 IN-STATE MILEAGE - 



MOTOR VEHICLE



Reimbursement of mileage expense incurred with use of 
privately-owned automobile for in-state travel. 
NOTE:For automobile mileage to/from in-state airport or 



other terminal in connection with out-of-state travel, use 
OEC 521210.
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521120 IN-STATE MEALS (PER 



DIEM SUBSISTENCE) 



EXPENSE



Reimbursement for meals expenses incurred for in-state 



travel. 



521130 IN-STATE PUBLIC 



TRANSPORTATION 



CHARGES



Reimbursement for local transportation expenses (e.g., 



railroad, airplane, bus, taxicab, limousine, rental car, etc.) 



incurred for travel to points within the state of Oklahoma. 
May also include local (vicinity) transportation charges 



incurred for in-state travel, except as noted below.
NOTE: For local transportation expenses (e.g., taxicab, 



limousine, local transit system, etc.) incurred in going to 



and coming from an in-state airport or other terminal in 



connection with out-of-state travel, use OEC 521240.



521140 IN-STATE 



MISCELLANEOUS 



CHARGES



Reimbursement for other authorized miscellaneous charges 



(e.g., toll fees, parking fees, business related phone calls, 



registration fees, telegraph charges, fax charges, etc.) not 



covered by another in-state travel OEC.



521150 IN-STATE LODGING Reimbursement for hotel, motel or other public lodging 



charges in connection with in-state travel.



521210 OUT-OF-STATE MILEAGE 



- PRIVATE VEHICLE



Reimbursement claimed on a mileage basis for use of 



privately-owned motor vehicle for travel outside the state of 
Oklahoma. May also include mileage expense for travel to/



from the in-state airport or other terminal in connection with 
out-of-state travel.



521220 OUT-OF-STATE 



TRANSPORTATION 



CHARGES



Reimbursement for public transportation charges (i.e., 



common carrier – bus, rail, airplane, etc.) incurred in 



connection with travel to and from points outside the State 
of Oklahoma.



521230 OUT-OF-STATE 



MEALS (PER DIEM 



SUBSISTENCE) 



EXPENSES



Reimbursement claimed for documented meals and 



incidental expenses by state officials and employees for out-
of-state travel. 



521240 OUT-OF-STATE LOCAL 



TRANSPORTATION



Reimbursement for the cost of limousine, taxi, bus, rental 



car, etc., incurred while traveling on official business outside 
the State of Oklahoma. May also include local transportation 



charges incurred for travel to/from arrival/departure airport 



or other terminal in connection with out-of-state travel. 
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521250 OUT-OF-STATE 



MISCELLANEOUS 



CHARGES



Reimbursement for other authorized miscellaneous 



expenses (e.g., toll fees, parking fees, business related 



phone calls, registration fees, telegraph charges, fax 



charges, etc.) not covered by another out-of-state travel 



OEC.



521260 OUT-OF-STATE 



LODGING



Reimbursement of out-of-state expenses for hotel, motel or 



other public lodging charges.



521310 TRAVEL 



REIMBURSEMENT - NON 



STATE EMPLOYEES



Reimbursement of authorized travel to individuals who are 
not salaried officers or employees of the state.



522000 TRAVEL - AGENCY DIRECT PAYMENTS



522110 OUT-OF-STATE 



PURCHASE OF 



TRANSPORTATION 



COSTS – AGENCY 



DIRECT



Payments for direct purchase of commercial airline 



tickets as authorized and direct purchase of other public 



transportation carriers (e.g., train and bus fares) for out-of-



state travel by state employees, state officials and other 
persons traveling on authorized official state business. 



522111 IN-STATE PURCHASE 



OF TRANSPORTATION 



COSTS-AGENCY DIRECT



Payments for direct purchase of public transportation 



carriers (e.g., train and bus fares) for in-state travel by state 



employees, state officials and other persons traveling on 
authorized official state business.



522112 OUT-OF-STATE 



PURCHASE OF TOLL 



COLLECTION FEES – 



AGENCY DIRECT



Payments for direct purchase of vehicle toll collection fees 



from Turnpike Systems outside of Oklahoma. For out-of-



state travel by state employees, state officials and other 
persons traveling on authorized official state business. 
This may also include payments to the Oklahoma Turnpike 



PikePass System when used in connection with traveling to 
points of the State.



522113 IN-STATE PURCHASE 



OF PIKEPASS TOLL 



COLLECTION FEES – 



AGENCY DIRECT



Payments for direct purchase of PikePass toll collection fees 



from the Oklahoma Turnpike System. For in-state travel by 



state employees, state officials and other persons traveling 
on authorized official state business.



522114 OUT-OF-STATE 



PURCHASE OF LOCAL 



TRANSPORTATION – 



AGENCY DIRECT



Payments for direct-purchase of local transportation 



expenses (e.g., subway, metro rail, bus, taxicab, limousine, 
etc.; but not rental car) incurred while traveling on official 
business outside the State of Oklahoma. This may also 



include local transportation charges incurred for travel to/



from arrival/departure airport or other terminal in connection 



with out-of-state travel.
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522115 IN-STATE PURCHASE 



OF LOCAL 



TRANSPORTATION – 



AGENCY DIRECT



Payments for direct-purchase of local transportation 



expenses (e.g., bus, taxicab, limousine, etc.; but not 



rental car) incurred for travel to points within the state of 
Oklahoma, except as noted below.
NOTE: For direct purchase of said local transportation 



incurred in going to and coming from an in-state airport or 



other terminal in connection with out-of-state travel, use 
OEC 522114.



522120 TRAVEL EXPENSES 



- STUDENT ACTIVITY 



GROUPS, WARDS & 



INMATES, ETC.



Payment of travel related expenses, such as transportation, 



meals and, lodging, etc., for students participating in school 



activities, inmates of a state penal institution and wards 
or patients of a state hospital or custodial institution. Also 



includes authorized travel by social services clients not 



covered under another code.



522130 OUT-OF-STATE 



PURCHASE OF FOOD 



AND LODGING - 



AGENCY DIRECT



Payment for direct purchase of food, lodging and related 



expenses for out-of-state travel by state agencies authorized 



to contract for such travel related purchases for employees, 



state officials and other persons traveling on authorized 
official state business under 74 O.S. § 500.2 or other edict 



(e.g., grant or contract).



522131 IN-STATE PURCHASE OF 



FOOD AND LODGING – 



AGENCY DIRECT



Payment for direct purchase of food, lodging and related 



expenses for in-state travel by state agencies authorized to 



contract for such travel related purchases for employees, 



state officials and other persons traveling on authorized 
official state business under 74 O.S. § 500.2 or other edict 



(e.g., grant or contract).



522140 OUT-OF-STATE 



MISCELLANEOUS 



CHARGES – AGENCY 



DIRECT



Payments for direct purchase of other authorized 



miscellaneous charges (e.g., parking fees, business related 



phone calls, etc.) used during out-of-state travel by state 



employees, state officials and other persons traveling on 
authorized official state business.



522141 IN-STATE 



MISCELLANEOUS 



CHARGES – AGENCY 



DIRECT



Payments for direct purchase of other authorized 



miscellaneous charges (e.g., parking fees, business related 



phone calls, etc.) used during in-state travel by state 



employees, state officials and other persons traveling on 
authorized official state business.
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522150 REGISTRATION - 



AGENCY DIRECT



Agency direct payment of registration fees and similar 



charges for employees and officials to attend official 
workshops, seminars, conferences, meetings and other 
similar activities. May also include the cost of associated 



training materials required to complete the workshop, 
seminar, etc.



NOTE: Registration paid by the agency is classified as 
a travel related expense whether or not the employee or 
officer is in official travel status for reimbursement of meals 
(per diem) and lodging expenses.



530000 ADMINISTRATIVE EXPENSE



531000 MISCELLANEOUS ADMINISTRATIVE EXPENSES



531110 FREIGHT EXPENSES Payment for incoming and outgoing transportation charges 



that cannot be charged as a part of the original cost of a 



commodity (e.g., specimens received by laboratories, hire 



of freight vehicles, United Parcel Service (UPS) shipping 



charges, etc.). 



NOTE: Ordinarily, freight charges for delivery/ shipping of a 



supply or piece of equipment are included under the same 



object of expenditure as the item of purchase.



531120 POSTAGE Payments for purchase of stamps and for the cost of filling 
postage meters. Also, services provided by the U.S. Postal 



Service for reply mail, bulk mailing account, postage due 



account, etc.



NOTE:  



(1) Postage expense does not include rental of postage 



equipment (OEC 532140), post office box rental (OEC 
532190), presort mail (OEC 515610), United Parcel 



Service (UPS) (freight) (OEC 531110), reimbursing other 



departments for postage (OEC 554230). 



(2) Payment for purchase of postage stamps must be made 



only to the U.S. Post Office (74 O.S. § 90.2). Exceptions: 



postage meter refills paid to other suppliers (e.g., Pitney 
Bowes, Neopost, etc.) can be coded under the postage 
code 531120.
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531130 TELECOMMUNICATIONS 



SERVICES



Payments for communications charges for services required 



in the operation of an agency, such as telephone, telegraph, 



radio, mobile phone (cellular), pager (beeper), etc. May also 



include cable and satellite TV services when required in 
operation of an agency. 



NOTE: Does not include the rent of telecommunications 



equipment (see OEC 532150).



NOTE: Requires OMES Information Services review.



531150 PRINTING & BINDING 



CONTRACTS



Payments for printing and binding of reports, documents, 



books, etc., and other contractual printing costs. 



NOTE: Purchases of print supplies (e.g., preprinted forms, 



stationery, educational brochures, advertising, etc.) should 



be charged to the appropriate supply object of expenditure, 



OEC Class 534000.



531160 ADVERTISING AND 



PROMOTIONAL 



EXPENSES



Payments for advertisements (e.g., legal notices, job 



ads, tour ads, product/service ads, etc.) placed in 



newspapers, magazines, registers, etc. Also for payments 
of promotional type expenses authorized by law or other 
edict, for marketing programs or enterprise-like activities 



(e.g., Tourism and Recreation’s Film + Music Office, parks, 
resorts, golf courses, and Oklahoma Today Magazine, etc.).



531170 INFORMATIONAL 



SERVICE



Payments for services used in collection and dissemination 



of information to the general public and for informational 



purposes within an agency, such as clipping service, 
newsletters, newspaper/magazine subscriptions, 
subscriptions for internet service, etc., which are not 
included under another category of object of expenditure.



NOTE: May require review by OMES Information Services.



531180 BANK SERVICE 



CHARGES



Payments of bank service charges (e.g., charges for 



services to maintain state bank accounts), bank card 



service charges (e.g., charges in connection with accepting/
processing customer credit card payments at state parks 



and lodges, maintenance of agency-owned corporate credit 
card, etc.), and other similar charges.



NOTE: Includes payment of charges the OST passes on to 



agencies for “stop pay” transactions. 



531190 EXHIBITIONS, SHOWS & 



SPECIAL EVENTS



Payments for the expenses of agricultural shows, special 
cultural exhibits, historical celebrations, and etc.



531200 CONVENIENCE FEES – 



PORTAL



Payment of convenience fees to the portal developer 



(usually OMES).
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531210 DATA CENTER 



CHARGES - PORTAL



Payment to OMES for data center charges related to the 



portal.



531220 BURIAL CHARGES Payments of burial expenses for deceased patients, wards 
or inmates of State Institutions, where such charges devolve 
upon a state agency.



531230 ERP SYSTEM SERVICES Payment of the State Enterprise Resources Planning 



system services for all defined transactions. HB 1046 (2005)
NOTE: Requires OMES Information Services review.



531250 LICENSES, PERMITS, 



CERTIFICATES AND 



OTHER RIGHTS OR



PRIVILEGES



Payments for the purchase of licenses, permits, certificates 
and other rights or privileges as required in the operation 



of an agency (e.g., Notary Public Commission fee, hospital 



license fee, etc.). 



NOTE: Payments for purchase of computer software 
licensing in connection with purchase/rent of computer 
software should be charged under OEC 532170 - Rent of 
Data Processing Software, or OEC 541130 - Purchase of 
Data Processing Software, as appropriate.



531260 MEMBERSHIP IN 



ORGANIZATIONS



Payments of dues and fees for agency (institutional/



organizational) membership in authorized organizations, 



associations (e.g., Council of State Governments, etc.). May 



also include payment of individual (employee) memberships 



when authorized by state statute, grant or other edict.



531280 LATE-PAYMENT 



INTEREST AND OTHER 



PENALTY CHARGES



Payment of interest under the provisions of 62 O.S. § 



34.71 - 34.74, billed for late payment of vendor’s invoice 



by a state agency. Also includes payment of other penalty 



type expenses for which a vendor is entitled to charge state 
agency customers (e.g., order cancellation fees, restocking 



service charges, etc.)



531290 PREMIUMS - SURETY 



& OTHER REQUIRED 
BONDS



Payments for the purchase of surety or other bonds required 



to operate an agency.



531310 PREMIUMS - PROPERTY 



OR LIABILITY 



INSURANCE (STATE



AGENCIES)



Payments of premiums by state agencies for property and 



liability insurance including the state Risk Management 



Program.



NOTE: For payments by institutions of the system of Higher 



Education, use OEC 531520.
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531320 EVIDENCE FUND 



EXPENSES



Payments made under special provisions of state statutes 



providing for the disbursement of monies to obtain evidence.



NOTE: Payments under this OEC apply only to those 



agencies authorized by state statutes to maintain/disburse 



monies in connection with gathering of evidence under 
assigned investigative powers.



531330 JURY AND WITNESS 



FEES



Payments made by state agencies to individuals for jury 



and witness fees authorized by state statute or other legal 
authority (e.g., 22 O.S. § 722; 28 O.S. § 81, etc.), such as 



flat fee amounts intended for per diem expenses, but would 
exclude reimbursements of actual costs such as mileage.



531350 UTILITY CHARGES - 



OTHER UTILITIES 



Payments to suppliers of utilities and utility type services, 



such as steam or other heat, water, sewage disposal, etc. 
NOTE: Do not include costs of producing these utilities by 



an agency itself.



531360 UTILITY CHARGES - 



NATURAL GAS



Payments to utility companies for natural gas services.



531370 UTILITY CHARGES - 



ELECTRICITY



Payments to utility companies for electric services.



531380 INTER-GOVERNMENTAL 



PAYMENTS



Payments to the U.S. Government, other states and 



inter-state agencies (e.g., state compacts, etc.). Include 



payments to Oklahoma state agencies only when there is 
not a specific vendor type code for the expense. Do not 
include local governmental subdivisions (See Category 



555000 for payments subject to that category) unless for 



a purchase or service not otherwise covered by a regular 
code.



531390 PHOTOGRAPHIC 



SUPPLIES 



Payments for photographic supplies, such as photo film, 
flashbulbs, darkroom supplies, microfilm, etc.



531410 TUITION - TRADE/



VO-TECH SCHOOLS 



AND OTHER TRAINING 



CENTERS



Payments for tuition and related educational materials in 



connection with employee attendance at private or public 
sector trade schools and other training centers for job 



related vocational education and training. May also include 



payment of employee reimbursement (non-travel) of tuition 



costs when attendance is required/approved as part of the 
agency’s authorized training program for employees and 



officials.
NOTE: Tuition training shall be subject to the rules and 



regulations of the agency’s/institution’s governing board or 



other authority.
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531420 TUITION - HIGHER 



EDUCATION COLLEGES/



UNIVERSITIES



Payments for tuition and course materials in connection 



with job-related higher education or other academic training 
at an accredited college or university for attendance by 



state officials and employees. May also include payment of 
employee reimbursement (non-travel) of tuition costs when 
attendance is required/approved as part of the agency’s 



authorized training program for employees and officials. 
NOTE: Tuition training shall be subject to the rules and 



regulations of the agency’s/institution’s governing board or 



other authority.



531450 OMES DIVISION OF 



CAPITAL ASSETS 



MANAGEMENT SANTA 



CLAUS COMMISSION



Payment for purchase of seasonal supplies and materials 



made by OMES Capital Assets Management for operations 



of the Santa Claus Commission. 



531470 THIRD PARTY 



ADMINISTRATOR - IRS 



SECTION 125



Payments to a third party administrator (TPA) of an IRS 



section 125 plan (e.g., OMES Human Capital Management 
payments to American Fidelity; other plan payment to 



approved/selected TPA, etc.).



531500 MOVING EXPENSES - 



GENERAL



Payment of expenses related to the movement or relocation 



of a state agency’s furniture and equipment, as when an 
office moves to a new location. 
NOTE: Does not cover moving expenses for an employee 



permanently transferred and relocated at the request of a 



state agency. (74 O.S. § 500.51, et seq.) See OEC 517110.



531520 PREMIUMS - PROPERTY 



OR LIABILITY 



INSURANCE (HIGHER 



EDUC.)



Payments of premiums for property and liability insurance 



including the state Risk Management Program. 



NOTE: For payments by state agencies, use OEC 531310.



531600 MISCELLANEOUS 



ADMINISTRATIVE FEE



Payment of miscellaneous administrative fees, including 



those associated with the purchase of goods or services 
where said fee would be better identified separately (or 
preferred) from the purchase and there is no specific fee 
code established (e.g., processing fees associated with 
multiple invoicing by contract vendor for gasoline purchases, 



OMES Capital Assets Management to turn on AC/Heat in 



buildings during weekends, and etc.).



531650 PROCESS SERVING 



FEES



Payment of fees for process serving in legal or 



administrative actions (i.e., delivery by sheriffs or other 



authorized individuals the copy of a summons/petition to a 



person or to an agent authorized by appointment or by law, 
to receive service of process).
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532000 RENT EXPENSE



532110 RENT OF OFFICE SPACE Payment for rent of general office space used by staff 
personnel for and in the operation of a state agency. 



532120 RENT OF LAND Payment for rent of land required for and in the operation of 



a state agency.



532130 RENT OF OTHER 



BUILDING SPACE



Payment for rent of other building space e.g., warehouse, 
storage, display booths, meeting rooms, etc. used for and in 



the operation of a state agency.



532140 RENT OF EQUIPMENT 
AND MACHINERY



Payment for rent of equipment and machinery used for and 



in the operation of a state agency e.g., uniform rental, etc., 



except payments for (1) rent of electronic data processing 



equipment/machinery (see OEC 532160), (2) rent of 



telecommunications equipment (see OEC 532150), and (3) 



lease purchase option on equipment (see OEC category 



543000). 



NOTE: Cost of rental of equipment used in producing 



or processing a commodity should be included in the 



aggregate cost of the commodity.



532141 RENT OF MOTOR 



VEHICLES



Payments for the rent of motor vehicles used for and in the 



operation of a state agency. Rental is short-term use of a 



vehicle, normally for periods of up to 90 days.



532142 LEASE OF MOTOR 



VEHICLES



Payments for the lease of motor vehicles used for and 



in the operation of a state agency. Lease is a long term 



commitment use of a vehicle, normally for periods counted 



mostly in years.



532150 LEASE OF 



TELECOMMUNICATIONS 



EQUIPMENT



Payment for lease of telecommunications equipment (e.g., 



telephone/fax, telegraph, radio, etc.), excluding lease 



purchase options (OEC 543150). 



NOTE: Does not include monthly charges for 



telecommunications service, such as telephone (see OEC 



531130).



NOTE: Requires OMES Information Services review.



532160 RENT OF ELECTRONIC 



DATA PROCESSING 



EQUIPMENT



Payments for rent of equipment utilized in data processing, 



excluding lease purchase (code 543120). 



NOTE: Requires OMES Information Services review.
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532170 RENT OF DATA 



PROCESSING 



SOFTWARE



Payments to computer vendors and/or software companies 
for use of various programming aids (e.g., assemblers, 



generators, subroutine libraries, compilers, operating 



systems and application programs), including related 



“software licensing” charges. Excludes lease purchase 
options, OEC 543130.



NOTE: Requires OMES Information Services review.



532190 OTHER RENTS Payments of other rents, e.g., post office boxes, books, 
films, parking space, etc.
NOTE: Payment for rent of post office box must be made to 
the U.S. Post Office (74 O.S. § 90.2).



533000 MAINTENANCE & REPAIR EXPENSE



533100 MAINTENANCE & 



REPAIR OF OTHER 



ITEMS – OUTSIDE 



VENDOR



Payments to an outside vendor for maintenance and repair 



of state-issued protective clothing and employees’ uniforms; 



of clothing issued to inmates, patients and wards of the 
state; and institution-owned personal living items (e.g., 
linens, bedspreads, blankets, towels, bath cloths, gowns, 
etc.) supplied to inmates, patients and wards in custody of 
the state. This may also include maintenance and repair of 



other state-owned or state issued items (non-equipment and 
machinery).



533110 MAINTENANCE & 



REPAIR OF BUILDINGS 



AND GROUNDS - 



OUTSIDE VENDOR



Payments to outside vendors for ongoing maintenance 



and repair of buildings and grounds, inclusive of materials, 



supplies and labor: (1) Repair to buildings and grounds 



due to wear and tear and/or accidents (e.g., roof repairs, 
painting, plumbing, electrical, etc.); and (2) general 



maintenance services of building and grounds (e.g., 



housekeeping/maid/ janitorial, trash hauling, exterminator, 



lawn and garden, tree trimming, etc.)
NOTE: Does not include alterations to buildings (See OEC 



546210).



533120 MAINTENANCE & 



REPAIR OF EQUIPMENT 
AND MACHINERY- 



OUTSIDE VENDOR



Payments to outside vendors for ongoing repair and 



maintenance of equipment, machinery, motor vehicles, etc., 



due to routine wear and tear, as well as accidents, inclusive 
of parts, materials, supplies and labor. Also covers payment 



of maintenance contracts purchased on equipment/



machinery. 



NOTE: Does not include maintenance and repair of 



telecommunications or data processing equipment. See 



OEC 533130 or 533140.
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533130 MAINTENANCE 



& REPAIR OF 



TELECOMMUNICATIONS 



EQUIPMENT- OUTSIDE 
VENDOR



Payments for repair and maintenance of 



telecommunications equipment by outside vendor due to 



routine wear and tear, as well as accidents, inclusive of 
parts, materials, supplies and labor. Also covers payment of 



maintenance contracts purchased on telecommunications 



equipment. 



NOTE: Requires OMES Information Services review.



533140 MAINTENANCE & 



REPAIR OF DATA 



PROCESSING 



EQUIPMENT - OUTSIDE 
VENDOR



Payments for repair and maintenance of data processing 



equipment by outside vendor due to routine wear and tear, 
as well as accidents, inclusive of parts, materials, supplies 
and labor. Also covers payment of maintenance contracts 



purchased on the data processing equipment. 



NOTE: Requires OMES Information Services review.



533150 MAINTENANCE & 



REPAIR OF DATA 



PROCESSING 



SOFTWARE - OUTSIDE 



VENDOR



Payments for repair and maintenance of data processing 



software by outside vendor, inclusive of materials and labor. 
Also covers payment of maintenance contracts purchased 



on data processing software.
NOTE: Requires OMES Information Services review.



533180 GENERAL 



HOUSEKEEPING/



JANITORIAL/SANITATION 



SUPPLIES AND 



MATERIALS



Payments for general housekeeping and janitorial 



supplies and materials (e.g., cleaning soaps, floor sweep 
compounds, mops and brooms, dust cloths, etc.) used in 



the upkeep of a building or facility. Also includes laundry 



supplies (e.g., detergents, bleaches, fabric softeners, 



etc.) used for cleaning of patients’ and wards’ of the state 
personal effects, rooms, dorms and other living areas. May 



also include payments for supplies and materials (e.g., toilet 



tissue, hand soap, hand towels, toilet bowl deodorants, 
garbage/refuse bags, etc.) used for sanitation and health 



purposes in maintaining public-use facilities, e.g., rest 



rooms, roadside rest stops and similar type facilities.  



NOTE: OEC 533180 covers general housekeeping, janitorial 



and sanitation supplies and materials used in the daily 



upkeep and health sanitation of buildings and facilities 



maintained by in-house personnel. Use OEC 533110 or 



533210 for ongoing maintenance and repair of buildings and 



grounds.



253











Appendix 4: Account Codes – Expenditure



OMES: Statewide Accounting Manual
333



Go to Appendix 4 table of contents
Go to main table of contents



Account 



Code



Category or  



Account Name Description



533190 EMPLOYEE 



MAINTENANCE 



ALLOWANCE 



(UNIFORMS, ETC.) 



REIMBURSEMENT 



Payments of expense reimbursement allowance to state 
employees for cleaning and repair of uniforms and other 



authorized maintenance expense allowance not considered 
reportable compensation outside of an accountable plan. 



Does not include uniform rental, use OEC 532140.



NOTE: Payment vouchers for reimbursement of employees’ 



uniform maintenance expense must include on the voucher 



form the statutory authority for the expense allowance.



533210 MAINTENANCE & 



REPAIR OF BUILDINGS 



& GROUNDS - SAME 



AGENCY PERSONNEL



Payments for purchase of supplies and materials (e.g., 



lumber, paint, light bulbs, electrical fuses, pesticides, 



fertilizer, etc.), used in ongoing maintenance and repair of 



buildings and/or grounds by agency-assigned personnel.



533220 MAINTENANCE & 



REPAIR OF EQUIPMENT 
(NON-MOTOR VEHICLE) 



- SAME AGENCY 



PERSONNEL



Payments for purchase of parts, supplies and materials 



used in the maintenance and repair of equipment and 



machinery by agency in-house personnel.



NOTE:



(1) Does not include parts, supplies and materials for 



maintenance and repair of motor vehicles. See OEC 



537290 or 537310. As clarification for the use of expenditure 
account codes relating to motor vehicles, OMES is defining 
a motor vehicle as a vehicle that provides transportation, 



such as passenger cars, trucks, vans, buses, motor homes 



and motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 



road graders, etc. These items would be considered 
equipment, but not motor vehicles.



(2) Does not include parts, supplies and materials for 



maintenance and repair of telecommunications or data 



processing type equipment. See OEC 533230 or 533240.



533230 MAINTENANCE 



& REPAIR OF 



TELECOMMUNICATIONS 



EQUIPMENT - SAME 
AGENCY PERSONNEL



Payments for purchase of parts, supplies and materials 



used in the maintenance and repair of telecommunications 



equipment by agency-assigned personnel.



NOTE: Requires OMES Information Services review.



533240 MAINTENANCE & 



REPAIR OF DATA 



PROCESSING 



EQUIPMENT SAME 
AGENCY PERSONNEL



Payments for purchase of parts, supplies and materials 



used in the maintenance and repair of data processing 



equipment by agency-assigned personnel.



NOTE: Requires OMES Information Services review.
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533250 MAINTENANCE & 



REPAIR OF DATA 



PROCESSING 



SOFTWARE SAME 



AGENCY PERSONNEL



Payments for purchase of materials used in the 



maintenance and repair of data processing software by 
agency-assigned personnel.



NOTE: Requires OMES Information Services review.



534000 SPECIALIZED SUPPLIES AND MATERIALS EXPENSES



534110 FOOD AND KITCHEN 



SUPPLIES AND 



MATERIALS



Payments for purchase of food commodities and ingredients 



used in preparing meals, such as by an institution’s kitchen 



or cafeteria. Also includes dining room/kitchen expendable 



supplies (e.g., paper napkins, disposable flatware and 
dinnerware, etc.); non-expendable supplies (e.g., dishes, 
pots, pans, flatware, etc.); and cleaning supplies and 
materials (e.g., soaps, towels, etc.). 



534160 PRINTING SUPPLIES 



AND MATERIALS



Payments for purchase of supplies and materials (e.g., 



paper stock, offset plates, inks, etc.) used in the operation of 



a print shop or copying office.



534220 RECREATIONAL 



SUPPLIES AND 



MATERIALS FOR 



STUDENTS, INMATES 



AND WARDS OF THE 



STATE



Payments for purchase of recreational supplies and 



materials (e.g., crayons, play dough, games, magazines, 



newspapers, etc.) used for entertainment and recreation 
purposes for students, patients, inmates and wards of the 
state.



534240 PERSONAL-USE 



SUPPLIES - INMATES, 



PATIENTS & WARDS OF 



THE STATE



Payments for purchase of personal-use supplies (e.g., 



cosmetics, toothbrushes, combs, etc.) furnished to inmates, 



patients and wards in residence at state institutions, 
hospitals or other facilities.



534250 INSTITUTIONAL-



SUPPLIED PERSONAL 



EFFECTS (E.G., 



LINENS, TOWELS, 



NIGHTCLOTHES, ETC.) 



Payments for purchase of institution-owned personal living 
items (e.g., linens, bedspreads, blankets, towels, bath 
cloths, gowns, slippers, etc.) supplied to inmates, patients 
and wards in custody of the state.
NOTE: For maintenance and repair of such items, use OEC 



533100.
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534260 MEDICAL SUPPLIES AND 



MATERIALS



Payments for purchase of expendable and non-expendable 



medical supplies and materials used in the prevention and 



treatment of injury, illness and diseases (e.g., medicines, 



vaccines, cotton, alcohol, syringes, oxygen, occupational 



therapy, small items of equipment, etc.). Also includes 



payments for purchases made by the Oklahoma Medical 



Center for emergency medical supplies, pharmaceuticals 



and human organs, as authorized by the hospital’s Board of 



Trustees and 74 O.S. § 85.12.



534270 ARCHITECTURAL 



AND ENGINEERING 



SUPPLIES



Payments for expendable architectural and engineering 



supplies (e.g., blueprints, maps, etc.).



534290 MOTOR FUELS - 



COMMON



Payments for purchase of commonly used motor fuels (e.g., 



gasoline, diesel) for operation of motor vehicles, aircraft or 



marine crafts, and for other equipment using such fuel.



NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 



passenger cars, trucks, vans, buses, motor homes and 



motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 



road graders, etc. These items would be considered 
equipment, but not motor vehicles. 



534310 MOTOR FUELS - 



SPECIAL



Payments for purchase of alternate fuels (e.g., propane, 



compressed natural gas, etc.) used in motor vehicles, 



aircraft or marine crafts, and for other equipment using such 



fuel.



NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 



passenger cars, trucks, vans, buses, motor homes and 



motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 



road graders, etc. These items would be considered 
equipment, but not motor vehicles. 



535000 PRODUCTION, SAFETY, AND SECURITY EXPENSE
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535120 UNIFORMS, CLOTHING 



AND ACCESSORIES



Payments for purchase of state-issued protective clothing, 



uniforms, shoes, accessories (e.g., identification badges), 
etc., such as required by law enforcement, hazardous waste 
and firefighting personnel. Also covers payments for the 
purchase of clothing issued to inmates, patients and wards 
of the state, including materials and supplies to manufacture 



or repair such clothing.



535180 SAFETY & SECURITY 



SUPPLIES



Payments for purchase of non-equipment safety and 



security items (e.g., fire extinguishers, flashlights, 
ammunition, goggles, helmets, hard hats, etc.) required 



to safeguard and protect human life, equipment and other 



property. 



NOTE: Does not include clothing items, see OEC 535120. 



For services (e.g., security patrol, surveillance monitoring, 



etc.), see OEC 515650.



535210 SHOP SUPPLIES 



AND MATERIALS - 



PRODUCTION



Payments for purchase of small-item shop tools, supplies 



and materials (e.g., solvents, hand cleaners, shop towels, 
cordless drills, drill bits, band/circular saw blades, sanding 
paper, holding clamps, carpenter squares, measuring 



tapes, etc.) used in producing goods or services for sale, 



as would be used in the industrial shops of Oklahoma State 
Industries.



NOTE: Do not include shop equipment purchases (OEC 



541180), shop supplies (non-production) purchases 



(OEC 537150) or purchases of raw materials used in the 
manufacture of a finished product for sale. Instead, see 
OEC 564110 - Purchase of Merchandise for Resale.



536000 GENERAL OPERATING EXPENSES



536110 MEETING 



REFRESHMENTS



Payment for purchase of light food and drink items (e.g., 



doughnuts, cake, coffee, tea, soft drinks, etc.) used as 



refreshments and required in connection with business 
meetings or similar type activities. As with all state 
expenditures, such purchase must be for an official public 
purpose. May also include payment for purchase of related 



service items (e.g., disposable plates/flatware, stirrers, 
sweeteners, etc.). 
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536130 OFFICE SUPPLIES - 



NON-EXPENDABLE



Payments for purchase of supplies used in the operation 



of an office (e.g., letter trays, wastebaskets, desk staplers, 
etc.). 



NOTE: Non-expendable supplies are defined as items 
costing less than $500.00 and not immediately consumed 
when placed in use. This may also include inexpensive 
office equipment/furniture type items costing less than the 
above limit.



536140 OFFICE SUPPLIES 



(EXPENDABLE)



Payment for purchase of expendable office supplies, such 
as stationary, file folders, notebooks, columnar pads, carbon 
paper, etc. This would also include the purchase of drinking 
water generally used in the office.
NOTE: Expendable supplies are defined as supply items 
that are immediately expended or used up when placed 
in service. This would not include inexpensive equipment/
furniture type items (See OEC 536130).



536150 DATA PROCESSING 



SUPPLIES



Payment for purchase of supplies (expendable and non-



expendable) utilized in direct support of a data processing 



activity (e.g., ribbons, continuous form paper stock, card 



stock, special-designed form for collection, magnetic tape, 



disk packs, etc.). 



NOTE: Does not include data processing supplies utilized 



strictly within a standard office, e.g., administration, 
personnel, etc. (See OEC 536130 or 536140).



536170 FOOD AND CATERING 



SERVICE



Payments for the purchase of vendor-prepared meals or 



foods served for patients, inmates and wards at state-
operated institutions and facilities. Also includes payments/



reimbursement for vendor-prepared foods (e.g., pizzas, 



hamburgers, etc.) purchased for wards or clients when 
approved and under the authority of state statute, grant or 



other edict. Would also include meal costs associated with 
officially recognized employee recognition award ceremony, 
banquet or reception authorized by statute. Can also include 



authorized meals when appropriate for training classes or 
official meetings (must include justification statement and be 
authorized by agency head or designee), and other official 
events when justified.
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536190 EDUCATIONAL 



SUPPLIES



Payment for purchase of supplies used for education 



and training conducted in a classroom or other organized 



instructional setting. This may also include payments for 



purchase of supplies used for education and training for the 



general public (e.g., information binders, covers, jackets, 



notebooks, etc.).



536210 RECREATIONAL 



ACTIVITY PAYMENTS - 



STUDENTS



Payments for recreational activities for students participating 



in an event as authorized by a state educational institution. 



NOTE: Does not include the actual agency direct payment 



of travel related expenses. (See OEC 522120).



536230 EXAMINATIONS Payments for purchase of examination and test materials 



(e.g., applicant employment tests, employee promotional 



tests, certification tests administered by controlling 
boards, licensing examinations, etc.). May also include the 



payment of fees associated with administering tests and/or 
examinations by a third party.



536250 REVENUE AND TAX 



STAMPS



Payments for purchase of supply stock of revenue and 



tax generating stamps/permits (e.g., liquor/beer/tobacco 



licenses, certificates, etc.) as required by a state agency 
for issuance to the general public. Also, includes payments 



for purchase of inspection or identification stamps, seals, 
decals, plates, etc., as required by state regulatory and 



public safety laws for issuance to the general public. 
NOTE: For payments for licenses, certificates, permits, etc., 
required by an agency for use in its operations (e.g., state 



lodge liquor license, etc.), See OEC 531250.



536260 LOTTERY RETAILER 



COMMISSIONS



Payment of commissions paid to retailers authorized to 



sell Oklahoma State Lottery Tickets. The amount of the 



commission is set by the lottery board of trustees. (FOR 



LOTTERY COMMISSION USE ONLY)



536270 LOTTERY GAMING 
SYSTEM 



Payment to vendor to provide lottery services (online 



terminals, printing tickets, security, accounting system, etc.) 



(FOR LOTTERY COMMISSION USE ONLY)



537000 SHOP EXPENSE



537150 SHOP SUPPLIES – NON-



PRODUCTION



Payments for purchase of small-item shop tools, supplies 



and materials (e.g., solvents, hand cleaners, shop towels, 
cordless drills, drill bits, band/circular saw blades, sanding 
paper, holding clamps, carpenter squares, measuring tapes, 



etc.) not used in producing goods or services for sale (See 



OEC 535210).
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537160 AGRICULTURE & 



VETERINARY SUPPLIES



Payments for purchase of feed and forage for farm or 



laboratory animals and purchase of veterinary medicines, 



supplies and services used for the care and keep of such 



animals. Also payments for the purchase of seeds, bulbs, 



plants, trees and fertilizer used on institutional farms and/



or building grounds; expendable supplies used in operation 



of institutional dairies; and farm/ranch/agriculture supplies 



(e.g., halters, rope, hay forks, cinch ties, clippers, etc.) used 



in operation of a ranch/farm type facility.



537170 WILDLIFE RESEARCH 



SUPPLIES



Purchase of supplies and materials used in research, control 



and conservation of wildlife.



537190 LABORATORY & 



MEDICAL SUPPLIES AND 



MATERIALS



Payments for purchase of supplies, materials, etc., used in 



diagnostic laboratory and medical testing and other testing 



when a service is not provided (e.g., reagents, glassware, 
x-ray film, laboratory animals, etc.).



537210 LABORATORY 



SERVICES



Payments for services used in diagnostic laboratory testing 



of human and animal specimens. Includes the cost of 



services used in other testing.



537290 MOTOR VEHICLE 



SUPPLIES 



(EXPENDABLE)



Payments for the purchase of expendable supplies (e.g., 



oil, grease, antifreeze, etc.) used in the operation and 



maintenance of motor vehicles.



NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 



passenger cars, trucks, vans, buses, motor homes and 



motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 



road graders, etc. These items would be considered 
equipment, but not motor vehicles.
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537310 MOTOR VEHICLE 



PARTS, ACCESSORIES 



AND SUPPLIES (NON-



EXPENDABLE)



Payments for the purchase of replacement parts, 



accessories and non-expendable supplies used in the 



operation and maintenance of motor vehicles (e.g., tires, 



batteries, wiper blades, spark plugs, head lamps, light bulbs, 
seat covers, bedliners, engine/chassis/electrical repair parts, 



etc.).



NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 



passenger cars, trucks, vans, buses, motor homes and 



motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 



road graders, etc. These items would be considered 
equipment, but not motor vehicles.



540000 PROPERTY, FURNITURE, EQUIPMENT AND RELATED DEBT



541000 OFFICE FURNITURE AND EQUIPMENT
NOTE: Furniture and Equipment items costing less than $500.00 and where there is a 
similar supply category OEC, said OEC may be used in lieu of the furniture/equipment code. 



For example, a $100.00 office printer may be charged to OEC 536130, Office Supplies - 
Non-Expendable
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541110 OFFICE FURNITURE 



AND EQUIPMENT
Payments for purchase of general office machines 
(e.g., typewriters, adding machines, postage machines, 
facsimile machines, etc.); furniture (e.g., desks, chairs, 



files, etc.); office equipment (e.g., copying/duplicating 
machines, typewriters, adding machines, etc.) used in 
operation of an office; and movable equipment and furniture 
purchased under authority granted in bond or capital outlay 



appropriations acts.



NOTE: For such items costing less than $500.00, OEC 
536130, Office Supplies - Non-Expendable, may be used.



541120 DATA PROCESSING 



EQUIPMENT
Payments for purchase of data processing equipment 



(hardware) (e.g., computers (including personal/lap top 
versions), punches, sorters, printers, etc.). 



NOTE: Requires OMES Information Services review.



541130 DATA PROCESSING 



SOFTWARE



Payments for purchase of computer software such as used 
in a data processing activity, including related “software 
licensing” costs.



NOTE: Requires OMES Information Services review.



541140 PORTAL SOFTWARE Payments for the cost of development for internet 



applications.



NOTE: Requires OMES Information Services review.



541150 EQUIPMENT AND 
FURNITURE - 



RESIDENTIAL, 



EDUCATIONAL AND 



INSTITUTIONAL



Payments for purchase of furniture and equipment used in 



a residence, school, institution or facility operated by the 



state, including kitchen equipment (e.g., stove, microwave, 
refrigerator, etc.) and household furniture (e.g., beds, 



sofas, tables, etc.); school furniture (e.g., desks, chairs, 



etc.); sweepers and mechanical floor cleaning machines; 
laundry or laundry service equipment (e.g., washers, dryers, 
etc.); fixed building equipment (e.g., hot water heaters, 
air conditioners, etc.); and other related equipment (e.g., 



playground, laboratory (non-medical), sports, occupational 



therapy, yard, museum, etc.). 



541160 EQUIPMENT - MEDICAL Payments for purchase of equipment utilized in a medical or 



nursing care facility (e.g., hospital beds, examining tables, 



operating room equipment, etc.). Also includes payments for 



purchase of scientific equipment used in medical laboratory 
testing or diagnostic service. Do not include nonmedical 



laboratory equipment or institutional-type furniture (see OEC 



541150). 
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541170 EQUIPMENT - 
MANUFACTURING AND 



PRODUCTION



Payments for the purchase of equipment used in the 



manufacture or production of goods or services (e.g., 



boilers, pumps, electric generators, etc., used in producing 



heat, electricity, water or other utilities); printing presses; 
equipment used to produce or process materials for sale or 



use by an agency (e.g., food canning machinery, auto tag 



production machinery, etc.).



541180 EQUIPMENT - SHOP Payments for purchase of equipment used to maintain and 



repair agency buildings and equipment (e.g., carpenter or 



automotive shop equipment - - table/radial arm saws, drill 
presses, motor hoists, floor jacks, etc.).



541190 EQUIPMENT - 
CONSTRUCTION



Payments for purchase of machinery and equipment utilized 



in all phases of construction. Also purchase of drafting and 



surveying equipment associated with construction work.



541220 EQUIPMENT - FIRE, 
SAFETY, AND LAW 



ENFORCEMENT



Payments for purchase of firefighting, safety, rescue and law 
enforcement equipment (e.g., alarm devices, guns, radar 



units, ham radios, etc.).



541230 EQUIPMENT - 
TELECOMMUNICATIONS



Payments for purchase of equipment used in 



telecommunications (e.g., radios, television, fax machine 



and telephone equipment).



NOTE: Requires OMES Information Services review.



541240 EQUIPMENT - 
AGRICULTURE



Payments for purchase of machinery, equipment and tools 



used in operating farms, dairies or other agricultural-related 



activities. 



541250 EQUIPMENT - LAB Payments for purchase of scientific equipment used in the 
operation of a nonmedical laboratory.



541260 EQUIPMENT - 
ENVIRONMENTAL



Payments for purchase of equipment used in connection 



with issues concerning the environment.



541270 EQUIPMENT - MOTOR 
VEHICLE (MOUNTED OR 



ATTACHED)



Payments for purchase of equipment mounted or attached 



on motor vehicles (e.g., winch, loader gate, spray tank, 
canopy, etc.).



NOTE: As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 



passenger cars, trucks, vans, buses, motor homes and 



motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 



road graders, etc. These items would be considered 
equipment, but not motor vehicles.
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541280 EQUIPMENT - 
MOTOR VEHICLES: 



COMMERCIAL TRUCKS 



AND BUSES



Payments for purchase of motor vehicles designed primarily 



for commercial use, e.g., trucks and buses. 



NOTE: Purchase requires review/approval of OMES fleet 
manager. As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 



passenger cars, trucks, vans, buses, motor homes and 



motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 



road graders, etc. These items would be considered 
equipment, but not motor vehicles.



541290 EQUIPMENT - MOTOR 
VEHICLES: PASSENGER 



CARS



Payments for purchase of vehicles designed primarily for 



personal transportation, e.g., passenger cars, minivans, 



station wagons, etc.). 
NOTE: Purchase requires review/approval of OMES fleet 
manager. As clarification for the use of expenditure account 
codes relating to motor vehicles, OMES is defining a motor 
vehicle as a vehicle that provides transportation, such as 



passenger cars, trucks, vans, buses, motor homes and 



motorcycles. It would not include items such as forklifts, 
tractors, golf carts (unless street legal for transportation), 



road graders, etc. These items would be considered 
equipment, but not motor vehicles.



542000 LIBRARY EQUIPMENT AND RESOURCES



542110 EQUIPMENT - LIBRARY Payments for purchase of book stacks and other specialized 



equipment utilized in the operation of libraries.



542120 LIBRARY RESOURCE 



AND STUDENT 



TEXTBOOKS



Payments for purchase of publications or other library items 



for reference use. Also, may include payments for purchase 



of textbooks used for students in a classroom. 



NOTE: Does not include payments for purchase of 



textbooks by the State Textbook Committee (See OEC 



555230).



543000 LEASE PURCHASES



543110 LEASE PURCHASE 



- FURNITURE AND 



EQUIPMENT



Payments of a lease contract for furniture and equipment 



that provides for a purchase option at some price below the 
original sale price. 



543120 LEASE PURCHASE - 



DATA PROCESSING 



EQUIPMENT



Payments of a lease contract for electronic data processing 



equipment that provides for a purchase option at some price 



below the original sale price.
NOTE: Requires OMES Information Services review.
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543130 LEASE PURCHASE - 



DATA PROCESSING 



SOFTWARE



Payments of a lease contract for data processing software 
that provides for a purchase option at some price below the 
original sale price.



NOTE: Requires OMES Information Services review.



543140 LEASE PURCHASE - 



LAND AND BUILDING



Payments of a lease contract for land and buildings that 



provides for a purchase option below the original sale price.



543150 LEASE PURCHASE - 



TELECOMMUNICATIONS 



EQUIPMENT



Payments of a lease contract for telecommunications 



equipment that provides for a purchase option at some price 



below the original sale price.
NOTE: Requires OMES Information Services review.



543160 INTEREST PAYMENTS – 



CAPITAL LEASES



Payments for interest on capital leases.



NOTE: Requires OMES approval.



544000 LIVESTOCK AND POULTRY



544120 LIVESTOCK AND 



POULTRY



Payments for purchase of livestock for farm work; 
subsequent rental at the state lodges (e.g., horseback 



riding), display purposes (e.g., horses, buffalo, etc.) at state 



lodges); and breeding or subsequent production purposes. 



Also purchase of poultry for production of eggs.



545000 LAND AND RIGHT-OF-WAY



545100 PURCHASE OF LAND Payments for purchase of land or an interest in land.



545110 PURCHASE OF LAND 



IMPROVEMENTS



Payments for the purchase of alterations and other 



improvements to land (e.g., fences, stone walls, roadways, 
walks, drainage, tunnels, grading and terracing and all 
ornamental and commemorative structures).



545120 RIGHT-OF-WAY 



PURCHASE



Payments for purchase of right-of-way and related expenses 
(e.g., relocation of utilities, necessary court costs, relocating 



improvements, etc.).



545210 CONSTRUCTION IN 



PROGRESS - LAND 



IMPROVEMENTS



Payments for new construction and alterations, additions 
and improvements to land before it will be placed in service 
(e.g., fences, stone walls, roadways, walks, drainage, 
tunnels, grading and terracing and all ornamental and 



commemorative structures).



545220 CONSTRUCTION 



IN PROGRESS - 



EQUIPMENT



Payments incurred to construct or develop equipment before 



it will be placed in service.
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545230 CONSTRUCTION 



IN PROGRESS - 



SOFTWARE



Payment incurred for software development during the 
application development stage, if incurred subsequent to the 



completion of the preliminary project stage. Capitalization 



is limited to situations where management authorized and 
commits to financial resources.



545999 PASS THRU ASSETS Payments to vendors for capital asset items that are 



purchased on behalf of other entities.



546000 BUILDING AND OTHER STRUCTURES - PURCHASE, CONSTRUCTION AND 



RENOVATION



546110 BUILDINGS AND 



OTHER STRUCTURES - 



PURCHASE



Payments for purchase of buildings and other capital 



structures (e.g., boat docks, silos, etc.).



546210 BUILDINGS AND 



OTHER STRUCTURES 



- CONSTRUCTION AND 



RENOVATION



Payments for new construction and alterations, additions 
and improvements to existing buildings; including 



permanent, fixed equipment (e.g., heat/air conditioning 
unit); installation of electric wiring and erection of power 
transmission and telephone lines. Also includes payments 



for improvement and alterations to other capital structures.



546220 MAJOR MAINTENANCE 



AND REPAIR OF 



EQUIPMENT



Payments for nonrecurring maintenance and repair of 



equipment (e.g., heavy equipment engine overhaul).



547000 CONSTRUCTION, MAINTENANCE AND REPAIRS OF HIGHWAYS AND BRIDGES



547110 HIGHWAY AND BRIDGE 



CONSTRUCTION - 



CONTRACTUAL COSTS



Payments made under a general contract for highway and 
bridge construction.



547120 MAINTENANCE AND 



REPAIRS TO HIGHWAYS 



AND BRIDGES



Payments for the repair of highways and bridges due to 
wear and accident; contractual payments for maintaining 
roads and highways (e.g., weed cutting, etc.); also, 
purchase of supplies and materials for maintenance and 



repair of roads and bridges (e.g., bridge materials, paving 



materials, etc.).



547210 MAJOR MAINTENANCE 



AND RENOVATION - 



BRIDGES



Payments for major repair and renovation of bridges (e.g., 



widening or constructing a new bed on a seriously damaged 
bridge, etc.).
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548000 BOND INDEBTEDNESS AND EXPENSES



548110 PRINCIPAL PAYMENTS - 



BOND DEBT



Payments on the principal of bonded indebtedness. 



NOTE: Should only be used when the bond issuing authority 
is making payment to the banking or other entity for the 



bond debt principal (e.g., OCIA making payment to the bank 



for bond debt costs – not an agency repaying OCIA for such 



costs).



548120 INTEREST PAYMENTS - 



BOND DEBT



Payments for interest on bonded indebtedness.



NOTE: Should only be used when the bond issuing authority 
is making payment to the banking or other entity for the 



bond debt interest (e.g., OCIA making payment to the bank 



for bond debt costs – not an agency repaying OCIA for such 



costs).



548130 OTHER EXPENSES - 



BOND DEBT



Payments for other expenses pertaining to bond debt 



administration, (e.g., Bond Commission expenses, legal 



services, printing, etc.).



NOTE: Should only be used when the bond issuing authority 
is making payment to the banking or other entity for other 



bond debt expenses (e.g., OCIA making payment to the 



bank for bond debt costs – not an agency repaying OCIA for 



such costs).



550000 GENERAL ASSISTANCE , AWARDS, GRANTS, AND OTHER PROGRAM-DIRECTED 



PAYMENTS (E.G., SCHOLARSHIP & INCENTIVE PROGRAMS, PAYMENT & 



REIMBURSEMENT APPROVED PROGRAMS, PAYMENTS TO LOCAL GOVERNMENTS, 



ETC.)



551000 SOCIAL SERVICES AND ASSISTANCE PAYMENTS



551110 ASSISTANCE PAYMENTS Payments of emergency and general assistance provided 



for by the assistance programs of the state (i.e., Department 



of Human Services, Department of Rehabilitation Services, 



etc.).



551120 ASSISTANCE - 



MISCELLANEOUS 



MEDICAL



Payments for medical treatment provided for/by the 



assistance programs of the state (i.e., Department of Human 



Services, Department of Rehabilitation Services, etc.).



551130 ASSISTANCE - TITLE XIX 



MEDICAID



Payments of Medicaid which is covered by Title XIX and 
administered by the Oklahoma Health Care Authority.
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551140 ASSISTANCE - CHILD 



WELFARE



Payments for examinations to determine the eligibility of 



clients for disability by the state Department of Human 



Services under the federal Social Security Act; and 



payments for the purchase of clothing, clothing accessories 



and hygiene items for juveniles in custody of the Office of 
Juvenile Affairs.



551150 ASSISTANCE - DAYCARE Payments for day care for clients under assistance 



programs of the state Department of Human Services.



551160 ASSISTANCE - 



VOCATIONAL 



REHABILITATION



Payments for rehabilitation programs administered by the 



state (i.e., Department of Human Services, Department of 



Rehabilitation Services, etc.).



551230 MEDICAL SERVICES 



- INDIGENT/OTHERS 



(NON-DEPARTMENT OF 



HUMAN SERVICES)



Payments for outpatient health services for the indigent and 



other persons receiving from non-Department of Human 



Services sources (e.g., outpatient health services, health 



services provided by care facilities, etc.).



551240 HOSPITAL SERVICES 



- INDIGENT/OTHERS 



(NON-DEPARTMENT OF 



HUMAN SERVICES)



Payments for inpatient health services for the indigent and 



other persons receiving assistance from non-Department of 



Human Services sources.



551250 OTHER HEALTH 



SERVICES - INDIGENT/



OTHERS (NON-



DEPARTMENT OF 



HUMAN SERVICES)



Payments for other health services for the indigent and 



other persons receiving assistance from non-Department 



of Human Services sources (e.g., laboratory testing, 



ambulance services, etc.).



551260 ASSISTANCE TO 



VETERANS AND 



FAMILIES



Assistance payments to veterans and dependents made by 



the state Department of Veterans Affairs.



551270 PAYMENTS TO 



PATIENTS AND WARDS



Payments of allowances, work therapy payroll, etc., to 
patients and wards in hospitals or custodial institutions.



551280 BONUSES AND OTHER 



PAYMENTS - INMATES



Payment of trustee payrolls, bonuses and discharge money 



to inmates of correctional institutions.



551290 RECREATIONAL 



ACTIVITY PAYMENTS 



- WARDS, INMATES & 



PATIENTS



Payments for recreational activities for patients, inmates and 



wards in the care of a state institution



551320 WIC - WOMEN, INFANTS 



AND CHILDREN FOOD 



PROGRAM



Payments for the food supplement program administered by 



Oklahoma State Department of Health.
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551350 EMPLOYER TRAINING 



CONTRACTS



Payments made by the Oklahoma Employment Security 



Commission and the State Department of Career-Tech to 



employers for contract services for on-the-job training.



551600 SOCIAL SERVICES 



GRANTS



Payment of grants awarded by social services agencies 
pursuant to federal, state or other directives. (e.g., 



Passthrough federal grants to day cares by the Department 



of Human Services.)



552000 SCHOLARSHIPS, TUITION, AWARDS, AND OTHER INCENTIVE-TYPE PAYMENTS



552100 STIPENDS – OTHER 



NON-EMPLOYEE



Payments for nonemployee stipends pursuant to laws, 
grants or other authorized directives. Such as stipend 



payments to non-state employees serving as council 



members or panelists for advisory boards and/or council 



meetings (e.g., Too Much To Lose advisory council, 



Resource Parent/Teen Panel advisory board, etc.). May also 



include stipend payments specifically authorized in federal 
grants (stipends for participants in programs to attend 



scheduled events, etc.)



NOTE: Does not include payments to students. (See OEC 



552110).



552110 SCHOLARSHIPS - 



STUDENTS



Payments of scholarships and stipends to students for 



educational purposes.



552120 TEACHER STIPENDS Payments to teachers or instructors in the form of incentive 



compensation stipends and which are, therefore, IRS 
reportable. (This code represents payments where a service 
is not provided; however, if a service is provided, the 
appropriate professional services 15XX object code should 



be used.)



552130 OKLAHOMA POLICE 



CORPS STIPENDS



Payments to individuals under the Oklahoma Police Corps 



Act training program administered by the Department of 



Public Safety. These payments are incentive compensation 



stipends and which are, therefore, IRS reportable.



552140 INCENTIVE AWARDS 



- MONETARY AND 



MATERIAL



Payments for monetary and material incentive awards 
authorized by a bona fide incentive awards program (e.g., 
the Incentive Awards for State Employees Act*, National 
Guard Recruitment Incentive program, etc.) Also includes 



associated materials costs, such as lapel pins, paper 



certificates, etc. 
*NOTE: Incentive compensation to state employees and unit 
incentive pay for employees are payroll disbursements. See 



OEC 511230 and 511250, respectively.
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552150 BONUS PAYMENTS TO 



QUALIFIED RECIPIENTS 
(AGENCY SPECIAL 



ACCOUNT)



Payments by the state Department of Human Services 



processes for federally-mandated bonuses to AFDC 



recipients for current support received for any month’s 



entitlements. Child support received is not to be used in 



determining income for grant purposes. 



NOTE: Used for Agency Special Account (ASA) class 



funding disbursements only.  



552160 INCENTIVE PAYMENTS 



- OKLAHOMA BRED 



HORSES (AGENCY 



SPECIAL ACCOUNT)



Payments to owners of Oklahoma bred horses for racing in 
the State of Oklahoma. 



NOTE: Used for Reporting Agency Special Account (ASA) 



class funding disbursements only.



552170 INCENTIVE PAYMENTS 



– OKLAHOMA FILM 



ENHANCEMENT 



REBATE (OKLAHOMA 



TAX COMMISSION USE 



ONLY)



Payments made under the Oklahoma Film Enhancement 



Rebate Program to production companies of a rebate 



approved by the Oklahoma Film Commission. Such rebate 



is payable by the Oklahoma Tax Commission (68 O.S. § 



3624).



552180 PURSE DISTRIBUTION-



OKLAHOMA HORSE 



RACING COMMISSION



Payment to distribute to racetracks and to the Oklahoma 



Breeding Fund Special Account for purse purposes in 



accordance with 3A O.S. § 263.



552210 LOTTERY PRIZE 



PAYMENTS-INSTANT 



GAMES



Payment of prizes to the owners of winning lottery tickets. 
(FOR LOTTERY COMMISSION USE ONLY)



552220 LOTTERY PRIZE 



PAYMENTS – ONLINE 



GAMES



Payment of prizes to the owners of online games winning 
lottery tickets (i.e., Pick 3, PowerBall, Cash 5). (FOR 
LOTTERY COMMISSION USE ONLY)



553000 REFUNDS, INDEMNITIES, RESTITUTION



553120 MONEY COLLECTED 



ON NON-PAYMENT AND 



CLOSED AFDC CASES 



(AGENCY SPECIAL 



ACCOUNT)



Payments made by the state Department of Human 



Services from Agency Special Account (ASA) class funding. 



NOTE: Used for Reporting Agency Special Account (ASA) 



class funding disbursements only.



553130 PAYMENTS LOCAL 



POLITICAL SUB-



DIVISION - COST OF 



COLLECTION (AGENCY 



SPECIAL ACCOUNT)



Payments by the state Department of Human Services from 



Agency Special Account (ASA) class funding. 



NOTE: Used for reporting Agency Special Account (ASA) 



class funding disbursements only.
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553140 COLLECTIONS MADE 



FOR ANOTHER STATE 



(AGENCY SPECIAL 



ACCOUNT)



Payments made by the state Department of Human 



Services from Agency Special Account (ASA) class funding.



NOTE: Used for reporting Agency Special Account (ASA) 



class funding disbursements only.



553150 INDEMNITIES, 



RESTITUTION, 



SETTLEMENTS



Payments to victims for losses and damages suffered due 



to natural or man-made causes. Also includes payments 



of court-ordered restitution or settlements, and other 



associated costs as ordered by the Courts. Also includes 



payments of compensation to waste tire facilities made 
pursuant to the Oklahoma Waste Tire Recycling Act. (27A 



O.S. § 2-11-401, et seq.)



NOTE: May be used for the resolution of out-of-date (prior 



FY) invoice payment disputes pursuant to a properly 



executed settlement agreement and release by the state 



agency and the vendor. This may also be used for OMES 



Capital Assets Management unauthorized commitment 



settlement agreement.



553155 CURRENT/FORMER 



EMPLOYEE 



INDEMNITIES, 



RESTITUTION 



SETTLEMENTS (NON-



REPORTABLE)



This should only be used for payments to current or former 



employees. Incudes payments of court-ordered restitution or 



settlements, and other associated costs as ordered by the 



Courts when the amount is not reportable to the IRS such 
as compensatory damages due to personal physical injury, 



sickness or medical expenses.



553160 LEGAL SETTLEMENTS 



REPORTABLE TO THE 



IRS



Payments identified in court-ordered or other legal authority 
settlements which would otherwise have been coded with 
one of the object of expenditure codes identified for tracking 
as 1099 reportable. (Said codes identified by OMES Central 
Accounting & Reporting). Legal settlements are considered 



non-encumbered payments.



NOTE: This may be used for the resolution of out-of-date 



(prior FY) invoice payment disputes pursuant to a properly 



executed settlement agreement and release by the state 



agency and the vendor. It should not normally be used for 



settlements to employees since such payments are normally 



subject to payroll processing. Exceptions are on a case by 



case basis.
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553165 CURRENT/FORMER 



EMPLOYEE COURT-



ORDERED OR LEGAL 



SETTLEMENTS 



REPORTABLE TO THE 



IRS ON FORM 1099 MISC 



BOX 3



This should only be used for court-ordered or other legal 



authority settlements to employees or former employees. 



Payments for punitive, liquidating, other taxable damages 



or costs, and payment for compensatory damages not paid 



on account of personal physical injuries or sickness for 



example emotional distress. [This code is not appropriate for 



any form of back pay, front pay, overtime pay, dismissal pay, 



severance pay. These payments must go through payroll. If 



a payroll reportable item is erroneously processed through 



accounts payable, contact OMES CAR Payroll Reporting at 



405-521-3258 for assistance correcting.]



553170 ROYALTIES Payments of royalties to individuals or corporations resulting 



from sale of publications, research, inventions, etc.



553180 SETTLEMENTS - PAID 



TO/THRU ATTORNEY



Payments for settlements of litigation when checks are 
issued to (either as sole payee or joint payee) or delivered 



to an attorney not retained by the State. (For plaintiff and 



plaintiff’s attorney for awarded amount.) 
NOTE: The total amount of the settlement, not just the 



attorney’s portion (if known), should be included on the 1099 
form issued to the attorney. Agencies will need to adjust the 
1099 registers to reflect the total amount of the settlement. 



553190 REFUNDS - 



OVERPAYMENT 



CHARGES



Payments of refunds for overpayments received for licenses 



or other fees collected by a controlling agency, board 



or commission. Also may include payments of returned 



unused monies received under a grant or similar contractual 



agreement. May further include payment to a bank to



cover loss of monies released by the bank for deposit to 



an agency’s account (maintained for such deposits) when 
due to redemption of customer’s bad check for purchase of 



services (e.g., fishing/hunting license) from the state.



553200 REFUNDS - TAXES Payments of refunds for taxes when authorized by law or 
other edict.



553210 REFUNDS -- HABITAT 



PROGRAM



Payments of refund to dealers for the sale of hunting and 



fishing licenses.
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553220 OTHER IRS 



REPORTABLE 



INDEMNITIES, 



RESTITUTION, AND 



SETTLEMENTS



Payments include prizes and awards paid to individuals 
other than employees (NOTE: employee awards and prizes 
must go through payroll); legal settlements for punitive 



damages, damages for nonphysical injuries or sickness, and 



any other taxable damages (this would be for nonemployee 
and non-contractor settlements but not settlement payments 



to attorneys); payments made to individuals for participating 



in a medical research study or studies; payments made to 



individuals for a deceased employee’s final wages (normally 
these are processed through payroll and should only be 



used on a case by case basis); and payments such as those 



made to individuals under the Firefighter Death Benefit 
(excluding spouse, former spouse, or child - use code 



553150). Payments under this code would be reported in 
Box 3-Other Income on the IRS Form 1099.



553250 PAYMENTS OF 



COLLECTIONS MADE 



FOR ANOTHER 



JURISDICTION



Payments by state agencies of collections made on behalf 



of another jurisdiction, e. g., garnishment court costs 



collections to the Courts.



553260 UNCLAIMED PROPERTY 



PAYMENTS - 



REPORTABLE



Payments by the Office of the State Treasurer (OST) of 
Unclaimed Property amounts subject to 1099 reporting. 



(FOR OST USE ONLY)



554000 PROGRAM REIMBURSEMENTS, LITIGATION COSTS



554110 WITHDRAWALS - 



AGENCY / TRUST 



FUNDS



Payment of withdrawals and disbursements of monies held 
by the state in an agency or trust relationship (i.e., where 
only at the request or direction of the principal or beneficiary 
can the money be withdrawn. For example, an inmate 
directs payment from monies held by the institution in trust 



for the inmate). 



NOTE:  Used for reporting Agency Special Account (ASA) 



class funding disbursements only.
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554120 APPROVED PROGRAMS 



- PAYMENTS AND 



REIMBURSEMENTS



Payments and reimbursements for expenditures and 



expenses made/incurred by state and local government 



agencies and nonprofit community organizations when 
certain criteria is met by the requesting agency as stipulated 



in the approved program for services on behalf of the paying 



agency.



554150 CONSUMER/CITIZENS 



LITIGATION EXPENSES



Payments for expenses incurred in legal proceedings 



involving buyer/user litigations.



554170 DISTRICT ATTORNEY 



COUNCIL APPROVED 



EVIDENCE FUND 



PAYMENTS (AGENCY 



220)



Payments of District Attorney Council approved expenses 



for reimbursement to the districts’ attorney, such as for 



expert witness fees.



554190 VOTER REGISTRATION 



SERVICES (STATE 



ELECTION BOARD)



Payments to motor license agents for voter registration 



applications and applications for change in voter registration 



taken as made by the State Election Board. (26 O.S. § 



4-109.3)



554200 PAYMENTS UNDER 



THE ODWC HABITAT 



IMPROVEMENT 



PROGRAM



Payments to land owners participating in the Oklahoma 
Department of Wildlife Conservation’s Habitat Improvement 



Program. Such payments represent partial reimbursements 



for land improvements made to promote improved wildlife 
habitats.



554210 OKLAHOMA E911 



EMERGENCY SERVICE 



PROGRAM (OKLAHOMA 



CORPORATION 



COMMISSION)



Payments to telecommunication service providers qualifying 



for financial support under the Oklahoma Corporation 
Commission’s E911 Emergency Service Program. Such 



payments represent financial support to defray the cost 
of purchasing and installing equipment for enhanced 911 



emergency systems across the state. (17 O.S. § 139.109)



554220 PUBLIC HEALTH 



PREPAREDNESS & 



RESPONSE – PAYMENTS 



& REIMBURSEMENTS



Payments and reimbursements for expenditures incurred 



by facilities in order to increase response in the event of a 



public health and/or terrorist event.
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554230 REIMBURSEMENTS AND 



REPAYMENTS – OTHER



Payment of reimbursements and repayments under qualified 
programs established by state, federal or other edict, when 
a separate account code is not available. This includes state 



authorized reimbursement payments by D.E.Q. for Wheel 
Wash Systems at Landfills (27A O.S. § 2-10-802.B.3.c.), 



the Oklahoma Dental Loan Repayment Program by the 



State Dept. of Health (63 O.S. § 1-2710), reimbursement 



to businesses under student internship grant programs by 



colleges and universities, and other reimbursements not 



otherwise covered by a separate account, etc.



555000 PAYMENTS TO LOCAL GOVERNMENTAL SUBDIVISIONS AND NON-PROFIT ENTITIES



NOTE: The term local governmental subdivisions includes water districts, school districts, 
fire districts, multi-county; multi-city; counties, cities, towns, schools; etc., controlled by a 
state agency, including another state agency when applicable and meeting the following 
criteria.



This category of expenditures covers payments of assistance, grants, and apportionment 



type disbursements, whether they are paid from federal grant awards, state appropriations, 
or other revenue sources. This category of object of expenditure should not be used 



for operational-type expenses. Normally payments using these codes are pass-through 



amounts, local project awards, etc., whereby, the state and/or agency does not receive a 
direct benefit such as goods or services. 



555110 PAYMENTS - GENERAL 



GOVERNMENT



Payments to local government subdivisions and nonprofit 
entities to supplement their local government budget.



555120 PAYMENTS - PUBLIC 



SCHOOL EDUCATION



Payments to local governmental subdivisions and nonprofit 
entities to supplement the educational budget.



555130 PAYMENTS - 



VOCATIONAL 



& TECHNICAL 



REHABILITATION



Payments to local governmental subdivisions and non-



profit entities to supplement their vocational and technical 
rehabilitation programs.



555140 PAYMENTS - HEALTH & 



SOCIAL SERVICES



Payments to local subdivisions to supplement and non-profit 
entities their health and social services programs.



555150 PAYMENTS - LAW 



ENFORCEMENT AND 



SAFETY



Payments to local subdivisions and non-profit entities to 
supplement their law enforcement and safety programs 
(e.g., updating the police and fire equipment used to protect 
a community).



555160 PAYMENTS - STREET, 



ROADS, HIGHWAYS



Payments to local government subdivisions and non-profit 
entities to supplement their budgets for road and street 



repair.
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555170 PAYMENTS - NATURAL 



RESOURCES



Payments to local subdivisions and non-profit entities to 
supplement their environmental budget.



555180 PAYMENTS - 



CONSTRUCTION OF 



PUBLIC FACILITIES



Payments to local subdivisions and non-profit entities to 
supplement their capital outlay budgets.



555190 PAYMENTS - RESEARCH 



& PLANNING



Payments made to local subdivisions and non-profit entities 
for research and planning of local projects.



555210 PAYMENTS - 



APPORTIONMENT 



OF FUNDS (ASA 



REPORTING ONLY)



Apportionment of amounts by the Oklahoma Tax 



Commission.



NOTE: Used for reporting Agency Special Account (ASA) 



class funding disbursements only.



555230 TEXTBOOK PURCHASE - 



TEXTBOOK PROGRAM



Purchase of books made by the State Textbook Committee 



under the provisions of the State Textbook Program. (Also 



see OEC 542120)



559000 ASSISTANCE PAYMENTS TO AGENCIES



559110 ASSISTANCE PAYMENTS 



TO AGENCIES



Payments to a state agency for appropriate expenditures 



enumerated under object of expenditure category 550000, 



such as programs under grants that provide for assistance 



payments. 



NOTE: For both inter- and intra-agency payments.



560000 TRANSFERS AND OTHER DISBURSEMENTS



561000 LOANS, TAXES AND OTHER DISBURSEMENTS



561130 EMPLOYEE 



REIMBURSEMENTS 



(NON-TRAVEL)



Payments on a reimbursement basis to employees and 



officials for certain miscellaneous emergency purchases or 
other purchases not available through their agency’s normal 



purchasing process. (74 O.S. § 250.6, as amended)



NOTE: This Object of Expenditure was created for 
identification and tracking purposes for employees’ non-
travel expenditure reimbursements, as required. However, 
these payments at the agency’s option may be coded under 



the detailed object of expenditure so designated for the 



purchased item(s), e.g., 536130, Office Supplies. 
NOTE: Payment of postage expenses (stamps and rent of 



post office boxes) must be made to the U.S. Post Office only 
(74 O.S. § 90.2).
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561140 POLLUTION 



REMEDIATION



Payments to remedy the current or potential detrimental 



effects of existing pollution. Examples include outlays 



to clean up spills of hazardous wastes or hazardous 
substances and outlays to remove contamination, such 



as, leaking underground storage tanks; asbestos removal; 



chemical spills; water pollution; EPA Superfund sites; and 
Brownfield remediation. Excludes prevention and control 
activities with respect to current operations, future pollution 
remediation activities required upon retirement of an asset, 



landfill closure, and post closure care.



561150 MANSION AND OTHER 



ALLOWANCES



Allowance payments to the Governor for operating the 
mansion; also payments to the college presidents and vice 



presidents for allowances provided for under state statutes.



561170 LOANS Disbursements of loan amounts by authorized state 



agencies.



561180 TAXES & FEES - 



REMITTANCE TO THE 



FEDERAL GOVERNMENT



Payment of Federal taxes and fees collected by a state 



agency and remitted to the Federal Government. Also 



includes payments of assessments levied by the Federal 



Government.



561190 TAXES & FEES- 



REMITTANCE TO THE 



STATE GENERAL FUND



Payment of taxes, fees, etc., collected by a state agency 



and remitted to the State General Revenue Fund.



561200 FEES REMITTED TO 



LOCAL PSAP ENTITIES 



BY OTC



Payments of special tax remitted to local Public Safety 



Answering Point entities meeting certification requirements 
(per the 911 Management Authority Act).



NOTE: Used for reporting Agency Special Account (ASA) 



class funding disbursements only.



561210 TAXES REMITTED 



TO OKLAHOMA TAX 



COMMISSION



Payment of state sales and other taxes collected by a state 



agency and remitted to the Oklahoma Tax Commission. 



Also includes payments of assessments levied by the State 



Government.



561220 TAXES REMITTED BY 



STATE AGENCIES



Payment of authorized taxes (remitted not collected) by 



State Agencies to appropriate government entities (e.g., Ad 



Valorem Tax on property paid to County Governments, etc.)



561230 PURCHASE OF 



SECURITIES AND 



OTHER INVESTMENTS



Payment for securities purchased with retirement system 
reserves, Land Commission investments, Bond Fund 



Reserves, etc.



561240 INVESTMENTS - 



FEDERAL FUNDS



Purchase of investments made with federal award amounts.
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561250 OCAST PROGRAM 



AWARD PAYMENTS



Payments by the Oklahoma Center for the Advancement 



of Science and Technology (OCAST) for research and 



development and technology commercialization program 



contract awards.



561260 EMPLOYEE 



SPENDING ACCOUNT 



REIMBURSEMENT



Payments by the OMES Human Capital Management and 



other approved plans from employee spending account for 



reimbursement of dependent care and medical expenses.



561280 LOTTERY 



DISBURSEMENTS OF 



PRIZES, ETC. (AGENCY 



SPECIAL ACCOUNT)



Payments made by Lottery Commission from Clearing or 



ASA accounts for prizes, MUSL payments, etc.



561300 ARBITRAGE REBATE Payments to the U.S. Treasury of cumulative earnings 



from the investment of bond proceeds that exceed the 



yield on the bond. This payment represents a reduction of 



investment earning



562000 TRANSFERS



562120 TRANSFER TO 



TREASURY FUNDS – 



ONUS



Cash transfers from official depository class fundings to 
operating class fundings (e.g., annually appropriated class 



fundings and revolving class fundings) made by ONUS 



transfer.



NOTE: Used for reporting Agency Special Account (ASA) 



and Agency Clearing Account (ACA) disbursements only.



562130 TRANSFER TO SPECIAL 



ACCOUNT FUNDS



Cash transfers from official depository class fundings to 
special, dedicated (e.g., the annually appropriated class 



fundings or revolving class fundings transferred to an 



Agency Special Account (ASA) class funding.)



NOTE: Used for reporting Agency Special Account 



(ASA) and Agency Clearing Account (ACA) class funding 



disbursements only.



562150 TRANSFER TO 



TREASURY FUNDS – 



J.E. ONLY



Cash transfers from official depository class fundings to 
operating class fundings (e.g., annually appropriated class 



fundings and revolving class fundings) by journal entry only.



NOTE: Used for reporting Agency Special Account 



(ASA) and Agency Clearing Account (ACA) class funding 



disbursements only.



562160 TRANSFER OF 



INVESTMENT FUNDS TO 



MASTER CUSTODIANS



Transfer of monies by authorized pensions systems and the 



Employees Group Insurance Division to master custodians, 



and authorized transfer of other dedicated amounts to 



master custodians.
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562170 REPLACEMENT 



WARRANTS (FOR OMES 



USE ONLY)



Issuance of replacement warrants for original warrants 
canceled by statutes or lost



562190 ESTABLISHMENT 



OR INCREASE OF 



IMPREST (PETTY) CASH 



ACCOUNT



Payments made to establish an imprest (petty) cash account 



or increase an existing account amount. 



NOTE: Payments to replenish a Petty Cash Fund must be 



charged to the applicable expenditure codes relating to the 



various purposes for which the amounts being replenished 
were paid out (e.g., 536130 - Office Supplies; 531120 - 
Postage (i.e., postage due), etc.).



562200 TRANSFER OF FUNDS 



FOR WARRANT 



REDEMPTION 



(RESERVED- OMES 



APPROVAL)



Cash transfers of amounts for warrant redemption tracking.



562210 TRANSFER OF 



NETTED BANK FEES 



(RESERVED-OMES 



APPROVAL)



Cash transfers such as those made to the General Revenue 



Fund by the Office of the State Treasurer of bank service 
fees netted from interest on State monies.



563000 EMPLOYEE WITHHOLDING



563110 EMPLOYEE 



WITHHOLDING-



WITHHOLDING PAYABLE 



OMES USE ONLY



Used by OMES on payments made to Internal Revenue 



Service for amounts transmitted outside of the payroll 



system.



563130 EMPLOYEE 



WITHHOLDING-



OVERPAYMENT 



REFUNDS OMES USE 



ONLY



Used by OMES only for taxes refunded on Overpayment 



Refunds.



564000 MERCHANDISE FOR RESALE



564110 MERCHANDISE 



FOR RESALE - RAW 



MATERIALS AND STOCK/



SUPPLY ITEMS, AND 



OTHER AUTHORIZED 



PURCHASES FOR 



RESALE



Purchase of stock items or supplies used for resale. Also 



includes the purchase of supplies and materials used in 



the production or preparation of merchandise for sale (e.g., 



lumber, food ingredients, assembly items, etc.). In addition 



this includes items purchased by OMES Capital Assets 



Management Surplus Properties (e.g., automobiles, tractors, 



backhoes, weapons for law enforcement agencies, etc.) and 
resold to state agencies or local governments. 



564120 MERCHANDISE FOR 



RESALE - LIVESTOCK



Purchase of livestock intended to be resold.
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585000 HIGHER EDUCATION EMPLOYEE WITHHOLDING AND PAYMENTS



585060 PAYROLL PAYABLE Payments for net payroll amounts.



585110 FEDERAL INCOME TAX 



W/H



Payments for withholdings withheld from the H.E. payroll for 
Employee Federal Income Tax



585120 FICA-ER SHARE Payments from the H.E. payroll for Employer Share for FICA



585125 FICA-EE SHARE Payments for withholdings withheld from the H.E. payroll for 
Employee Share for FICA



585130 MQFE-ER SHARE Payments from the H.E. payroll for Employer Share for 



MQFE



585135 MQFE-EE SHARE Payments for withholdings withheld from the H.E. payroll for 
Employee Share for MQFE



585140 STATE INCOME TAX W/H Payments for withholdings withheld from the H.E. payroll for 
Employee State Income Tax



585200 OPERS-ER SHARE Payments from the H.E. payroll for Employer Share for 



OPERS



585205 OPERS-EE SHARE Payments for withholdings withheld from the H.E. payroll for 
Employee Share for OPERS



585220 DEFERRED COMP-ER 



MATCH



Payments from the H.E. payroll for Employer Share for 



Deferred Comp Match



585225 DEFERRED COMP-EE 



MATCH



Payments for withholdings withheld from the H.E. payroll for 
Employee Share for Deferred Comp Match



585230 OLERS-ER SHARE Payments from the H.E. payroll for Employer Share for 



OLERS



585235 OLERS-EE SHARE Payments for withholdings withheld from the H.E. payroll for 
Employee Share for OLERS



585310 W/H-OTHER 



INSURANCE-2%



Payments for withholdings withheld from the H.E. payroll for 
Other Insurance – 2% Fee



585315 W/H-OTHER 



INSURANCE-NO FEE



Payments for withholdings withheld from the H.E. payroll for 
Other Insurance –No Fee



585320 W/H-OTHER 



RETIREMENT-1%



Payments for withholdings withheld from the H.E. payroll for 
Other Retirement – 1% Fee



585325 W/H-OTHER 



RETIREMENT-NO FEE



Payments for withholdings withheld from the H.E. payroll for 
Other Retirement – No Fee
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585330 W/H-CREDIT UNION AND 



BANKS



Payments for withholdings withheld from the H.E. payroll for 
Credit Union and Banks



585340 W/H-EMPLOYEE TAX 



SHELTER ANNUITY



Payments for withholdings withheld from the H.E. payroll for 
Employee Tax Shelter Annuity



585350 W/H-CAFETERIA PLAN Payments for withholdings withheld from the H.E. payroll for 
Cafeteria Plan



585360 W/H-457 TAX DEFERRED 



RETIREMENT



Payments for withholdings withheld from the H.E. payroll for 
457 Tax Deferred Retirement



585370 W/H-403B TAX 



DEFERRED 



RETIREMENT



Payments for withholdings withheld from the H.E. payroll for 
403b Tax Deferred Retirement



585380 W/H-401K TAX 



DEFERRED 



RETIREMENT



Payments for withholdings withheld from the H.E. payroll for 
401k Tax Deferred Retirement



585385 W/H-401A TAX 



DEFERRED 



RETIREMENT



Payments for withholdings withheld from the H.E. payroll for 
401a Tax Deferred Retirement



585390 W/H-OTHER 



(GARNISHES, LEVIES, 



ETC.)



Payments for withholdings withheld from the H.E. payroll for 
Other Withholdings (garnishes, levies, etc.).



585400 UNEMPLOYMENT TAX-



ER SHARE



Payments from the H.E. payroll for Employer Share for 



Unemployment Tax (for covered employers)



585405 UNEMPLOYMENT TAX 



W/H



Payments for withholdings withheld from the H.E. payroll for 
Employee Share for Unemployment Tax



600000 AFP ENCUMBRANCES AND EMPLOYEE WITHHOLDING



601000 AFP ENCUMBRANCES



601100 AFP ENCUMBRANCES 



(FOR AUTHORITY 



ORDERS ONLY)



This Account Code must only be used when establishing 
authority order encumbrances. This code must be replaced 



with an appropriate 5xxxxx Account Code when the 
vouchers against the authority order are prepared.



633000 EMPLOYEE WITHHOLDING



633100 EMPLOYEE 



WITHHOLDINGS – 



SAVINGS BONDS



Payments for withholdings withheld from the state payroll for 
Savings Bonds
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Appendix 4: Account Codes – Expenditure



OMES: Statewide Accounting Manual
361



Go to Appendix 4 table of contents
Go to main table of contents



Account 



Code



Category or  



Account Name Description



633110 EMPLOYEE 



WITHHOLDINGS – 



OTHER INSURANCE – 



2% FEE



Payments for withholdings withheld from the state payroll for 
Other Insurance – 2% Fee



633115 EMPLOYEE 



WITHHOLDINGS – 



OTHER INSURANCE – 



NO FEE



Payments for withholdings withheld from the state payroll for 
Other Insurance – No Fee



633120 EMPLOYEE 



WITHHOLDINGS – 



OTHER RETIREMENT – 



1% FEE



Payments for withholdings withheld from the state payroll for 
Other Insurance – 1% Fee



633125 EMPLOYEE 



WITHHOLDINGS – 



OTHER RETIREMENT – 



NO FEE



Payments for withholdings withheld from the state payroll for 
Other Retirement – No Fee



633130 EMPLOYEE 



WITHHOLDINGS – 



CREDIT UNION



Payments for withholdings withheld from the state payroll for 
Credit Union



633140 EMPLOYEE 



WITHHOLDINGS – 



EDUCATION EMPLOYEE 



TAX SHELTER ANNUITY



Payments for withholdings withheld from the state payroll for 
Education Employee Tax Shelter Annuity



633150 EMPLOYEE 



WITHHOLDINGS – 



OTHER CAFETERIA 



PLAN



Payments for withholdings withheld from the state payroll for 
Other Cafeteria Plan



633160 EMPLOYEE 



WITHHOLDINGS – 



457 TAX DEFERRED 



RETIREMENT



Payments for withholdings withheld from the state payroll for 
457 Tax Deferred Retirement



633170 EMPLOYEE 



WITHHOLDINGS – 



403b TAX DEFERRED 



RETIREMENT



Payments for withholdings withheld from the state payroll for 
403b Tax Deferred Retirement



633180 EMPLOYEE 



WITHHOLDINGS – 



401k TAX DEFERRED 



RETIREMENT



Payments for withholdings withheld from the state payroll for 
401k Tax Deferred Retirement
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Appendix 4: Account Codes – Expenditure



OMES: Statewide Accounting Manual
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Account 



Code



Category or  



Account Name Description



633185 EMPLOYEE 



WITHHOLDINGS – 



401a TAX DEFERRED 



RETIREMENT



Payments for withholdings withheld from the state payroll for 
401a Tax Deferred Retirement



633190 EMPLOYEE 



WITHHOLDINGS – 



OTHER WITHHOLDINGS



Payments for withholdings withheld from the state payroll for 
Other Withholdings (garnishes, levies, etc.).
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OBJECT CODE TO FD ACCOUNT #  03/05/20



OBJECT  EXISTING  



CODE # DESCRIPTION FD ACCOUNT #  



11,12,13 SALARIES & FRINGE



   SALARIES & FRINGE 541010



   WORKERS' COMPENSATION 541210



15 PROFESSIONAL SERVICES



   CONSULTANTS 541020



   ADVERTISING 541141



   AUDITORS SERVICES 541160



19 EMPLOYEE BENEFITS - ADMINISTRATION



   CONSULTANTS 541020



   CONTRACTUAL 541180



21 TRAVEL EXPENSE



   TRAVEL/STATE 541040



   TRAVEL/NON-STATE 541041



22 DIRECT PURCHASE OF AIRLINE TICKETS



   TRAVEL/STATE 541040



   TRAVEL/NON-STATE 541041



   REGISTRATION FEES 541042



31 ADMINISTRATIVE EXPENSE (MISC.)



   SUPPLIES 541090



   PROMOTIONAL SUPPLIES 541091



   PHOTO SUPPLIES 541092



   PHONE & COMMUNICATION 541120



   PHONE/STATE OFFICES 541121



   UTILITIES/OGE 541122 -0001



   UTILITIES/ONG 541122 -0002



   UTILITIES/CITY OF OKC 541122 -0003



   UTILITIES/TRASH SERVICE 541122 -0004



   COMMUNICATIONS/CELL PHONES 541123



   COMMUNICATIONS/INTERNET 541125



   POSTAGE 541130



   FREIGHT 541131



   ADVERTISING 541141



   TRADE SHOWS 541142



   SUBSCRIPTIONS 541143



   INFORMATIONAL SERVICES 541144



   SPONSORSHIP 541145



   PRINTING 541150



   PRINTING/STATE 541151



   MISCELLANEOUS/OTHER 541240



   MEMBERSHIP 541250



   LICENSES 541251



32 RENTAL EXPENSE



   MOTOR POOL 541050



   SPACE RENTAL 541060



   COPIER RENTAL 541070



   EQUIPMENT RENTAL 541080



   EQUIPMENT/DP SOFTWARE 541103



   WORKSHOP/MEETING ROOMS 541190



33 MAINTENANCE & REPAIR



   MAINTENANCE 541110
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   MAINTENANCE/YARD CARE 541110 -0001



   MAINTENANCE/SECURITY SERVICE 541110 -0002



   MAINTENANCE/FIRE ALARM 541110 -0003



   MAINTENANCE/FIRE INSPECTION 541110 -0004



   MAINTENANCE/ELEVATOR 541110 -0005



   MAINTENANCE/BOILER & AC 541110 -0006



   MAINTENANCE/INSURANCE 541110 -0007



   MAINTENANCE/PEST CONTROL 541110 -0008



   MAINTENANCE/FRONT DOORS 541110 -0009



   JANITORIAL 541111



   REPAIRS/BUILDING 541112



34 SUPPLIES & MATERIALS



   FUEL 541051



   SUPPLIES 541090



35 PRODUCTION, SAFETY & SECURITY EXPENSE  



   SUPPLIES 541090



   CONTRACTUAL 541180



36 GENERAL OPERATING EXPENSES



   SUPPLIES 541090



   PROMOTIONAL SUPPLIES 541091



   PHOTO SUPPLIES 541092



   FOOD & BEVERAGES 541260



37 SHOP EXPENSE  



   SUPPLIES 541090



41 OFFICE FURNITURE & EQUIPMENT  



   EQUIPMENT 541100



   EQUIPMENT/OSI 541102



   EQUIPMENT/DP SOFTWARE 541103



42 LIBRARY EQUIPMENT & RESOURCES  



   BOOKS & PERIODICALS 541140



48 BOND INDEBTEDNESS AND EXPENSES



   BUILDING/LEASE PURCHASE 541105



55 PAYMENTS TO LOCAL GOVERNMENT SUBDIVISIONS



   CONTRACTUAL 541180



59 ASSISTANCE PAYMENTS TO AGENCIES



   CONTRACTUAL 541180



61 LOANS, TAXES & OTHER DISBURSEMENTS



   CONTRACTUAL/LOANS 541180



   MISCELLANEOUS/OTHER 541240



69 INTER & INTRA-AGENCY PAYMENTS FOR TRANSFERS



   INDIRECT 541030
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Appendix D:  Example Workflows 
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1.4.1 Create requisitions and purchase orders
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AR



 D
ep
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t



Purchase Request Purchase Order



Start
Does division 



director approve 
the requisition?



End



Acquisition 
request is created 



on Portal



Procurement reviews 
acquisition ensuring all 
needed information is 



provided.  If not, works with 
requestor or BL until 



acquisition has needed 
information



Procurement reviews and 
approves requisition in 



PeopleSoft and creates PO 



End



NO



YES
Division director signs 



physical requisition, then 
gives it to BL to  send to 



Procurement



Procurement orders 
goods/services



BL takes to 
appropriate service 
area director for 



approval



Procurement creates 
requisition in PeopleSoft, 
prints out the requisition 
and sends to BL to get 
designated approval



Information is gathered for 
goods/services needed for 
use.  This includes a vendor 



price/quote



Vendor information 
sent to end user



Order is received and 
good/services are sent 
along with the invoice
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1.5.3 Draw Federal Grant Dollars (Gather, Analyze, and Report Data)
Jil
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Phase



Run federal billing process to determine and sort the type of 
funds to be drawn (payroll, vendor, travel and sub‐recipient) A 



draw query is produced in this step



Payroll?
Vendor?



Travel/Sub‐
Recipient?



Separate payroll, 
payroll adjustments, 
and indirect billing 
produced on draw 



query 



Payroll



Retrieve travel 
vouchers or vendor 
vouchers that are 
generated in PS 
through the 



accounts payable 
process



Vendor/Travel



Retrieve  vouchers 
that are generated 



through the 
OKGrants voucher 
creation process for 



sub‐recipient



Sub‐Recipient



Review vouchers for 
accuracy



Corrections 
needed?



Return to 
accountant that 



entered information 
into PeopleSoft.



YES



Draw funds from 
respective funding 
sources per draw 



query 



NO
Post funds drawn 
to HP Allotment



Receive OST approval of 
PeopleSoft deposit and set 



deposit to Post in PS.



Receive funds within 1‐2 
days and PeopleSoft 
deposit is created



Prepare HP claim in 
Allotment



Post funds drawn 
to HP FD



Determine which 
vouchers were in 



the deposit 
approved by OST



Enter bud ref on 
vouchers (takes 
out of recycle 



status)



Assign a pay 
group to the 
vouchers



Run Misc Warrant Report and distribute manual 
checks and annotates the allotment system 



with payment information for both manual and 
EFT payments.



File claim package
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Encumbered Payments (Gather, Analyze, and Report Data)
M
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Phase



Admin Asst. reviews, makes entries in tracking 
log and sends to Accounts Payable Accountant 



for payment.



Pull in PO or receiver 
information and 
complete needed 



fields. 



Enter all information 
into HP and print 



claims



Pull in receiver 
information if needed 
and complete needed 



fields. 



Retrieve OMES pre‐built 
voucher from PeopleSoft 



and update needed 
information



Retrieve PO from 
PeopleSoft



Prepare encumbered voucher by 
first determining if this is a 
payment to OMES or other 



Invoice



Review the voucher and 
supporting documentation to 



ensure expenditures are 
appropriate and allowable under 



state law and/or federal 
regulations and voucher info is 



accrurate



Is the information 
on the invoice 
and voucher 
correct? 



Voucher is signed by CFO or 
Deputy Div. Dir. and 
returned to prior 



accountant for remaining 
process



Return to 
accounts payable 
accountant for 
correction



Yes



Determine if money 
needed is state or 



federal?



Put vouchers using federal 
funds in recycle status, 



draw funds, and record in 
PeopleSoft once received



Place pay date on 
voucher and give to 



CFO or Deputy Div. Dir. 
for signature to send to 



OMES



State
Enter all state monies 
info into HP and attach 
PS claims, run query.



Scan voucher to OMES 
for processing



OMES processes payment as EFT or 
Warrant



No



Make necessary 
corrections
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Unencumbered Payments (Gather, Analyze, and Report Data)
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Establish claims in HP allotment 
and enter amounts and funding 



source. 



Build voucher in 
PeopleSoft



Attach copy of voucher and 
HP print off



Print document 
created in HP in 



prior step
Are the claims for 
FICA or MISC? FICA



M
isc



Build voucher in 
PeopleSoft



Print document 
created in HP in 



prior step



Give to C



Revie
supporti



ensur
appropria



state 
regulatio
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Phase



Give to CFO or Deputy Div. Dir. 
to sign



Review the voucher and 
supporting documentation to 



ensure expenditures are 
appropriate and allowable under 



state law and/or federal 
regulations and voucher info is 



accrurate



Return to Accountant 
to make corrections as 



noted
Corrections Needed?



No



Yes



Send one copy of 
voucher to OMES for 



processing



Enter 
disbursement in 



HP/FD



Enter warrant/EFT 
information received 
from OMES into I:Drive 



spreadsheet



OMES processes payment as EFT or 
Warrant
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Encumbered Payments (Gather, Analyze, and Report Data)
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Admin Asst. reviews, makes entries in tracking 
log and sends to Accounts Payable Accountant 



for payment.



Pull in PO or receiver 
information and 
complete needed 



fields. 



Enter all information 
into HP and print 



claims



Pull in receiver 
information if needed 
and complete needed 



fields. 



Retrieve OMES pre‐built 
voucher from PeopleSoft 



and update needed 
information



Retrieve PO from 
PeopleSoft



Prepare encumbered voucher by 
first determining if this is a 
payment to OMES or other 



Invoice
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Phase



Review the voucher and 
supporting documentation to 



ensure expenditures are 
appropriate and allowable under 



state law and/or federal 
regulations and voucher info is 



accrurate



Is the information 
on the invoice 
and voucher 
correct? 



Voucher is signed by CFO or 
Deputy Div. Dir. and 
returned to prior 



accountant for remaining 
process



Return to 
accounts payable 
accountant for 
correction



Yes



Scan voucher to OMES 
for processing



OMES processes payment as EFT or 
Warrant



No



Make necessary 
corrections
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Determine if money 
needed is state or 



federal?



Put 
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Put vouchers using federal 
funds in recycle status, 



draw funds, and record in 
PeopleSoft once received



Place pay date on 
voucher and give to 



CFO or Deputy Div. Dir. 
for signature to send to 



OMES



Enter all state monies 
info into HP and attach 
PS claims, run query.
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Unencumbered Payments (Gather, Analyze, and Report Data)
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Establish claims in HP allotment 
and enter amounts and funding 



source. 



Build voucher in 
PeopleSoft



Attach copy of voucher and 
HP print off



Print document 
created in HP in 



prior step
Are the claims for 
FICA or MISC? FICA



M
isc



Build voucher in 
PeopleSoft



Print document 
created in HP in 



prior step



Give to CFO or Deputy Div. Dir. 
to sign



Review the voucher and 
supporting documentation to 



ensure expenditures are 
appropriate and allowable under 



state law and/or federal 
regulations and voucher info is 



accrurate



Corrections Needed? Y
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Phase



Return to Accountant 
to make corrections as 



noted
ded?



No



Yes



Send one copy of 
voucher to OMES for 



processing



Enter 
disbursement in 



HP/FD



Enter warrant/EFT 
information received 
from OMES into I:Drive 



spreadsheet



OMES processes payment as EFT or 
Warrant
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1.6.5 Process Subrecipient Request for Payments ‐ Federal (Gather, Analyze, and Report Data)
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Review HP for adequate funding 
balance, request equals HP allotment, 
request dates within contract dates



Ensure IDIS funding adequate and in open status. 
Check to see if Invested Cash balance can be used 



for CDBG.
If ESG, check IDIS activities to ensure proper 



funding is used.
If NSP, review payment request and program 



income report



HUD Funded?



N
o



Yes



Approve payment 
request in OKGrants



Passes initial 
review? 



N
o



Yes



Research and return to 
Program Staff for 



review



Run invoice report for 
all invoices in 



Approved status and 
print



Run PeopleSoft 
Load Report in 



OKGrants



Are there 
errors? No



Research and 
correct errors 
OKGrants



Push request back 
to Accounting 
Review Status



Correct errors



Yes



Are there errors in 
the Load Report?  
Does the number 
of rows in the file 



agree to the 
number of invoices 



printed?
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Upload PeopleSoft Load 
Report from OKGrants into 
PeopleSoft by Accountant 2



Build vouchers in 
PeopleSoft



No



Run billing process in PeopleSoft Draw money needed from proper 
funding source



Complete deposit 
for HP/Allotment



Create PeopleSoft deposit after 
receiving funds



A
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Phase



Approve deposit by OST and post in 
PeopleSoft



Complete deposit 
for HP/FD



Prepare HP claim 
in Allotment



Assign paygroup date to vouchers 
that are taken out of recycle 
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1.6.5 Process Subrecipient Request for Payments ‐ State (Gather, Analyze, and Report Data)
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review? 
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review



Run invoice report for 
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Approved status and 
print



Run PeopleSoft 
Load Report in 
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Research and 
correct errors 
OKGrants



Push request back 
to Accounting 
Review Status



Correct errors
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Phase



Upload PeopleSoft Load 
Report from OKGrants into 
PeopleSoft by Accountant 2



Build vouchers in 
PeopleSoft



No



Are there errors in 
the Load Report?  
Does the number 
of rows in the file 
agree to the 
number of invoices 
printed?



Assign paygroup date to vouchers 
that are taken out of recycle 



Prepare HP claim 
in Allotment
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Appendix E:  Timeline for Processing Pay Advances 
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Timeline for processing pay advances in Accounting Services Division: 



Business Day 1 Advance is approved in OKGrants and loaded in PeopleSoft at 2 pm.   Anything that 
comes in after that waits for the next day.  
Business Day 2 Federal Billing is ran in PeopleSoft and the money is drawn from IDIS 
Business Day 3 IDIS takes two business days for receipt of funds so the funds are pending on day 3  
Business Day 4 Funds are deposited in an account owned by the Office of the State Treasurer and we 
claim the money as ours.  
Business Day 5 Money is posted to our agency. The invoice is sent for signature to Rhonda or Stacie.  
Business Day 6 The invoice is sent to OMES for payment.  
Business Day 7 OMES issues the payment.  
 



Holidays and Weekends will add more days. 
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Background 
Oklahoma Administrative Code Title 150 Chapter 1 Subchapter 21 (See Exhibit) establishes the 
policy and procedures for the audit of state and federal funds administered by the Oklahoma 
Department of Commerce (ODOC). If a contractor receives $25,000 or more during a fiscal year, 
it is required by Oklahoma State Statute (See Exhibit) to have an audit prepared and filed with 
the State Auditor and Inspector (SA&I). When such funds are awarded through the Oklahoma 
Department of Commerce, a report also needs to be submitted to ODOC.  If a contractor 
expends a total of $750,000 or more in Federal awards during the fiscal year, a Single Entity 
Audit or program specific audit in accordance with the provisions of 2CFR part 200, Subpart F, 
Audit Requirement, needs to be conducted and the report must be submitted to ODOC within 
thirty (30) days of completion of report but no later than nine (9) months after the end of the 
contractor’s fiscal year.  After receipt of an audit, the Department has six months to review the 
audit and take appropriate action if necessary.  
 


Purpose 
The purpose of this Standard Operating Procedure (SOP) Manual is to detail and document the 
work processes which are conducted by the Audit team in order to comply with the 
aforementioned state requirements regarding the review of sub-recipient audit reports in 
accordance with Generally Accepted Government Auditing Standards (GAGAS) and the Uniform 
Grant Guidance. 
 


Organization 
The SOP Manual is divided into five parts: Audit Receipt, Supporting Documentation, Audit 
Review Procedures, Reporting, and Administration.  Throughout this document, references are 
made to forms and supplemental documents to be used for specific actions. Additionally, all 
referenced forms are included at the end of the manual as exhibits. 
 
  


Introduction 



http://www.oar.state.ok.us/oar/codedoc02.nsf/All/1E77620DE167159686257DA40061CFBD?OpenDocument
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Logging Audit In to ODOC 
As stated in the background, it is required by Oklahoma Administrative Code that whenever   
Contractors expend funds of $25,000 or greater in any fiscal year, they are required to furnish 
their annual audited financial statement to the Oklahoma Department of Commerce for review. 
Audits can be received directly from contractors, retrieved via the State Auditor and Inspector’s 
(SA&I) Website, or attached to an application in OK Grants by the contractor. Procedures for 
retrieving audits from the site are included later. The SA&I website is checked daily for new 
audits. All applications are checked for audits when the applications are submitted. The audit 
team is notified via email when a new application is submitted. After an audit report is received 
the following steps occur: 


1. Retrieve incoming mail 
2. Determine if audit is required by ODOC 


a. If not required, check to see if audit is published to the State Auditor site. If 
published no further action is required. If not published online, add the audit to 
the Audits Received – cursory spreadsheet on the “S” drive, print, and file 


b. If required, continue on to step 3 
3. Log Audit as received on the “Audits Needed by Fiscal Year” spreadsheet on the S drive 
4. Note receipt on printed “Notice of Audits Required by Fiscal Year” (when audit is logged 


in on HP it will print off on noted HP computer report) 
5. Scan the audit for: 


a. Questioned costs 
b. Audit type (Program or Single Entity) 


      6. Attach and complete the Audit Review Form “PinkSheet” 


      7. Enter audit as received on the HP system 


c. Log on to HP system in FD 
d. Select 02 Contract Tracking System 
e. Select 03 Audit Menu 
f. Select 02 Audit Tracking 
g. Type “E” for enter into the Action field 
h. Enter contractor number on line 01 
i. Enter Fiscal Year number and dates on line 02 


Audit Receipt 



file://agency.ok.local/data/a0/data/dept/AdmnServ/FS/AUDIT/Audits%20Received%20-%20Cursory.xlsx

file://agency.ok.local/data/a0/data/dept/AdmnServ/FS/AUDIT/Audits%20Needed.xlsx
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j. Enter P (program) or S (single entity) for Audit type on line 03 
k. Enter Audit firm name on line 06 
l. Enter date received on line 10 and line 11 
m. Type “//” to return to the action field 
n. Type “UR” to save changes 


8. Enter the Audit as received on OK Grants 
a. Logon to OK Grants 
b. Select “My Financials” 
c. Search for the contractor in the appropriate audit year (ex: Audit 2015) 
d. Select “Search” 
e. Click the hyperlink under the Name column in the resulting search results 
f. Click the View forms button 
g. Select Audit Form 
h. Enter the period end date and FY dates 
i. Select Upload Radio button 
j. Select “Browse” button 
k. Locate Audit on Desktop and then select “Open” button 
l. Select “Save” button to save audit 


i. ***if contractor already uploaded audit steps G-L can be skipped*** 
m. Scroll down to the Navigation Links section 
n. Select the ODOC Audit Review form 
o. Enter the following information on the audit review form 


i. Vendor # 
ii. Audit Year 


iii. # of contracts 
iv. Date ODOD Rec’d 
v. Date FMS Rec’d 


vi. Date Due 
vii. Last Request 


viii. Type of Audit 
ix. Contact information in Section II 
x. Audit Firm 


p. Select the “Save Button” 
q. Select the Doc Id hyperlink to return to main audit menu 
r. Select the “View Status Options” button 
s. Change the status from “Audit Report in Process” to “Audit Report Submitted” 


which will trigger a system generated email message verifying the audit 
submission 



https://grants.ok.gov/
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t. Add digits from the Doc ID to the comments section of pink sheet 
9. Bind the audit, Pink Sheet, and audit tracking letter together 
10. Complete Supporting Documentation procedures to complete login process 


Supporting Documentation 
The purpose of completing a review is not only to ensure that the Independent Audit report is 
in compliance with the audit requirements of the state and federal regulations but also to 
ensure that it reflects the same information that has been previously reported to ODOC. This 
validates that all funds have been expended in accordance with the associated program 
requirements and reported accordingly in the financial statement. Once the audit report has 
been received, the next step is to gather the Departmental financial records for comparison. 
Currently, ODOC is transitioning from the legacy HP system to PeopleSoft. During this 
transition, reports will be pulled from both systems and reviewed for accuracy between the 
systems. 


Required HP Reports 


1. Print off all reports required to complete the audit review 
a. Regardless of Status Report – lists all contracts both open and closed. Used 


primarily to ensure that all open contracts have been picked up and included in 
the audits 


i. Log into HP in FD 
ii. Return to home screen 


iii. Select 02 Contract Tracking System 
iv. Select 01 Contract Tracking 
v. Select 08 Contract Reports 


vi. Select 04 Reported by Contractor 
vii. Enter six digit contractor ID number 


viii. Select 02 Copy Room Line Printer 
ix. Select 06 All Contacts Regardless of Status 


b. History Report – provides a summary by individual contractor of previous audit 
information and findings 


i. Log into HP in FD 
ii. Return to home screen 


iii. Select 02 Contract Tracking 
iv. Select 03 Audit Menu 
v. Select 02 Audit Tracking Report 



http://reflections.odoc5.odoc.state.ok.us/rweb/LoginPage.do?logout=true
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vi. Select 13 History of Financial, Audit, and CS Monitoring 
vii. Select 02 Copy Room Printer 


viii. Input Contractor number (Must be six digits) 
c. Funds Request by Contractor Report – lists individual draws for each contract 


i. Return to HP Home Screen 
ii. Select 02 Contract Tracking System 


iii. Select 02 Funds Control 
iv. Select 03 By Contract 
v. Input each contract number  


d. Contractor Expenditure Reports by Contract 
i. Return to HP Home Screen 


ii. Select 05 Reporting Functions 
iii. Select 03 Sub-Set Report Selection 
iv. Enter HP password again 
v. Enter funding source program on Line 01 


vi. Enter program year on Line 01 
vii. Enter contract number (Line 02) 


viii. Enter through remaining fields (4-10) 
ix. Enter “UR” in action field  to update and move to next screen 
x. Type “Y” on line 04, 05, 10, 11, and 32 to select FD 10 Detail Expense 


Ledger, FD 11 Subsidiary Ledger, and FD 32 Daily Subsidiary Ledger 
xi. Type go in action field to print 


2. Retrieve the reports from the Green Bar printer in Operations 
3. Attach all reports to the audit, Pink Sheet, and audit tracking documents 


Required People Soft Reports 


1. Print off all reports required to complete the audit review 
a. Budget vs Actual Comp Report 
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i. Log into PeopleSoft 
ii. Click the  “Main Menu” tab 


iii. Click “Project Costing” 
iv. Click “Reports 
v. Click “Custom PC Reports” 


vi. Click “Budget vs Actual Comp Report” 
vii. Enter the Run Control ID for this report (if running the report for the first 


time, create a run control ID. This will be used each time this report is run in 
the future. For example; BA) 


viii. Click Search 


Follow Steps i- vi below in 
order to access this report. 


 



https://corefp.ok.gov/psp/mrfsi/?cmd=login
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ix. Enter 16000 for Business Unit 
x. Select “Single Project” for Project Selection 


xi. Search or directly enter contract number preceded by 1600 
xii. Check boxes to Include Closed Projects and Closed Activities 


xiii. Enter four digit fiscal year 
xiv. Enter Accounting Period – 12 will include the entire fiscal year 
xv. Click Run 


xvi. Process Schedule Request box will pop up (shown below) 
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xvii. This information does not need to be changed.  
xviii. Click OK – pop up box will disappear and you will be returned to previous 


menu 
xix. Click “Process Monitor” 
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xx. When the Run Status is success and the distribution status is Posted, click on 
details (hit refresh button to update – report are available usually within 1 
minute) 


xxi. Click “View Log/Trace” 


 


xxii. Select the PDF or XLS document (some reports generate as PDF and some 
generate as Excel) 


xxiii. Print report to add the review package, save to desktop and upload to OK 
Grants audit 


b. Expense Transaction Detail Report 
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i. Log in to PeopleSoft 
ii. Click the  “Main Menu” tab 


iii. Click “Project Costing” 
iv. Click “Reports 
v. Click “Custom PC Reports” 


vi. Click “Expense Transaction Detail Report” 
vii. Enter the Run Control ID for this report (if this is the first time running the 


report create a run control ID. This will be used each time this report is run in 
the future. For example; ET) 


viii. Click Search 


 


i. Enter 16000 for Business Unit 


This is the path to access this 
report. Steps i through vi below 
are used to get to this point 







 


14 | P a g e  
 


ii. Select “Range” from Budget Date Option drop down menu 
iii. For date range use the contract start date through the current date 
iv. Enter or select contract number in the Project field 
v. Click “Run” 


vi. Process Schedule Request Box will pop up (shown below) 


 


vii. This information does not need to be changed.  
viii. Click OK – pop up box will disappear and you will be returned to 


previous menu 
ix. Click “Process Monitor” 
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x. Click on details (hit refresh button to update – report are available 
usually within 1 minute) when the Run Status is success and the 
distribution status is Posted, 


xi. Click “View Log/Trace” 


 


xii. Select the PDF or XLS document (some reports generate as PDF and some 
generate as Excel) 


xiii. Sort the report so that payments are in date order 
a. Select data fields to be sorted 


 


b. Click “Data” 
c. Click “Sort” 
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d. Choose to sort by Posted Dt column 
e. Click “OK” 
f. Click “OK” 


xiv. Subtotal the payments 
a. Select the cell containing the last Amount 


 


 


b. Click on the underline button to place an under line at the bottom 
of the cell 


 
c. Click in first empty cell beneath the underline 
d. Click “Autosum” to get total payments 
e. Click “OK” 


xv. Upload the report to the OK Grants audit 
xvi. Print report to add the review package 
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c. Regardless of Status - lists all contracts both open and closed. Used primarily to 
ensure that all open contracts have been picked up and included in the audits 


i. Log in to PeopleSoft 
ii. Click the  “Main Menu” tab 


iii. Click “Reporting Tools” 
iv. Click “Query” 
v. Click “Query Viewer” 


vi. Click “Excel” to open report in Excel format 
vii. Click search button 


viii. Click “Advanced Lookup” 


 


ix. Enter 16000 for Business Unit 
x. Type Contractor name for description 


xi. Click “Look Up” 
xii. Select contractor from list 
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xiii. Click “View Results” 
xiv. Sort Excel spreadsheet by contract Start Date 
xv. Print report to add to review package, save to desktop and upload to OK Grants 


audit 


After the required HP and PeopleSoft reports have been retrieved and printed, file the 
complete and assembled audit package in Central files in order of date received, as it is now 
ready for review. Audits are reviewed in a first in, first out manner. (If questioned costs are 
present, file audit as next to be reviewed.) 


It should be mentioned here that the reports enable the department to determine which 
contractors need to prepare an audited financial statement, how many contracts are open and 
active, how much funds were drawn and reportedly expended, the matching requirements for 
any awards, and which contracts are closing. These reports are used to cross reference the 
audit report. It helps the Department verify whether the funds are accurately reported in 
financial statements. 
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Agreed-Upon Procedures 
On June 9, 2005 the Governor signed House Bill 1670 (HB 1670), providing an alternative to a 
full-scope financial statement audit for certain small municipal governments. HB 1670 defines 
an “eligible municipality” as a municipality with a population of less than two thousand five 
hundred (2,500) and for whom an annual financial statement audit is not required by another 
law, regulation, or contract. 


At a minimum, the Agreed-Upon procedures (AUP) include the following: 


1. Obtaining or preparing a schedule of changes in fund balances for each fund and 
determining compliance with the statutory prohibition of creating fund balance deficits 


2. Obtaining or preparing a budget and actual financial schedule for the General Fund and 
any other significant funds, including federal grant funds, and determining compliance 
with the legal level of appropriations by comparing expenditures and encumbrances to 
authorized appropriations 


3. Reconciling or reviewing the reconciliations of material bank account balances to bank 
statements and tracing significant items to clearance 


4. Comparing uninsured deposits to fair value of pledged collateral 
5. Comparing use of material restricted revenues and resources to their restrictions 
6. Determining compliance with requirements for separate funds 
7. Determining compliance with reserve account and debt service coverage requirements 


of bond indentures 


HB 1670 further states that an AUP engagement will be conducted in accordance with the 
standards of the American Institute of Certified Public Accountants (AICPA) applicable to 
attestation engagements and the fieldwork and reporting standards of the Government 
Auditing Standards of the Comptroller General of the United States. 


AUP Review Process 
When an audit package is determined to be an AUP the following procedures are to be done: 


AUDIT REVIEW 



http://www.oklegislature.gov/cf_pdf/2005-06%20COMMITTEE%20SUBS/hccs/HB1670%20ccs.pdf
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1. Retrieve prior year audit package from central file system for comparison 
2. Prepare AUP Checklist  (See Exhibit 4) 


a. Go to the “S” Drive 
b. Click on “AA-AUP20XX to open. Use the appropriate fiscal year 
c. List any contract which does not end during the audit period and/or does not 


utilize all available funds during the audit period balances in the “Partial” 
columns 


d. List any contract which ended during the fiscal year in the “Full” columns 
e. Enter contractor name 
f. Enter contractor number 
g. Determine whether ED paybacks are included in audit. Check yes or no 
h. Ensure the seven AUP listed have been performed 
i. Note any findings resulting from the AUP on the worksheet 
j. Use Table of Findings to code the findings on the audit report 
k. Copy these codes to the Pink Sheet General Findings box 
l. Verify AUP is signed and dated. Check yes or no 
m. Determine whether there are findings. Check yes or no 
n. Determine whether Management response to findings was included with audit. 


Check yes or no 
o. Address findings in close letter if Management response was not included 
p. List each finding  
q. Indicate whether a prior audit was available. If so, check yes and include FY 
r. List each contract being audited and indicate whether the audit financial records 


are in agreement with the Department records 
i. Place an X after “yes” if in agreement and a full audit 


ii. Write partial after yes if in agreement and a partial audit 
iii. Place an X after “no” if not in agreement and a full audit (all no answers 


need to be explained 
1. Write partial after “no” if in agreement and a partial audit 
2. Write draws after “no” if no funds were drawn in FY 


s. Determine whether there is a fund balance for any contract being audited in FY.  
i. Check yes or no 


ii. List contract number, amount of fund balance, and page number 
t. Determine if interest was earned on contract funds 


i. Check yes or no 
ii. List contract number, amount earned, and page number 


u. Determine if there are any Questioned Costs 
i. Check yes or no 



file://agency.ok.local/data/a0/data/dept/AdmnServ/FS/AUDIT/Aa-aup2016.xls
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ii. List contract number, amount earned, and page number 
v. Enter Audit firm information 


i. Enter name 
ii. Enter address 


iii. Enter City/State/ZIP 
w. Verify that auditor is authorized to perform governmental audits 


i. Retrieve Oklahoma Accountancy Board rosters of governmental auditor 
ii. Verify firm performing audit is listed. Check yes or no. 


iii. Enter CPA/Firm number listed on OAB roster 
iv. Enter Designated contact on list 


x. Confirm with “Regardless of Status Report” that all contracts have been included 
in the audit (i.e. all open contracts have been included on pink sheet” 


y. Sign and Date the AUP checklist 
z. Add to audit package behind the Pink Sheet 
aa. Verify pink sheet data from prior audit to the audit history in the present year’s 


package 
i. If all information is correct, place a check mark in upper right hand corner 


of pink sheet of the prior year audit pink sheet 
ii. Add check mark to green bar next to prior year number 


3. Enter Audit Review Information into the HP 3000 system 
a. Log on to the HP 
b. Select 02 Contract Tracking 
c. Select 03 Audit Menu 
d. Select 02 Audit Tracking 
e. Enter “F” to find 
f. Enter 01 to input contractor number 
g. Enter 02 to input fiscal year 
h. Enter 04 to enter reviewer’s initials 
i. Enter 16 to enter findings coded within the audit 
j. Enter “E” for enter mode 
k. Type in each finding code 
l. Type “//” to return to action field 
m. Type “UR” to save changes and return to main screen 
n. Enter 17 to enter contracts affected 
o. Enter “e” for enter 
p. Input contract number 
q. Enter questioned costs (0 if none) 



http://reflections.odoc5.odoc.state.ok.us/rweb/LoginPage.do?logout=true
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r. Input contract specific finding (5-General Findings, 6-No ODOC funds in audit, 7-
ED repayment 


s. Type “//” to return to action field 
t. Enter “UR” to save changes and return to main screen 
u. Enter 18 to enter comments 
v. Type “e” for enter 
w. Enter any comments desired 
x. Type “//” to return to action field 
y. Type “UR” to save changes  
z. Document HP entries on the pink sheet with review initials and date 


4. Enter Audit Review Information in OK Grants 
a. Logon to OK Grants 
b. Select “My Financials” 
c. Search for the contractor in the appropriate audit year (ex: Audit 2015) 
d. Select “Search” 
e. Click the hyperlink under the Name column in the resulting search results 
f. Click the View forms button 
g. Select the ODOC Audit Review form 
h. Fill in the missing data on the Audit Review form (soft copy pink sheet) 
i. Save the data by selecting the save button 
j. Select the Doc Id hyperlink to return to main audit menu 
k. ***If there is an ED payback included in a separate audit*** 


i. Select the “Uploads” button 
ii. Scan and upload the ED payback audit 


iii. Scan and upload the last page of the ED payback schedule 
iv. Save uploads by clicking “Save” button 


l. Select the Doc Id hyperlink to return to main audit menu 
m. Select the “View Status Options” button 
n. Change the status from “Audit Report Submitted” to “Audit Report in Review” 


While reviewing, it may happen that additional information and or 
correction/revision of the report is required. In that case, the following steps are 
carried out. 


i. If additional information is needed, the audit status is changed from 
“Audit Report in Review” to “Audit Report Response Required”. This 
status change triggers an email message to be sent to the contractor with 
the contents of the comments entered in the Modification Comments 
form on the main audit menu. This gives the contractor an opportunity to 



https://grants.ok.gov/
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explain and submit additional information if required. If audit reviewer 
finds all necessary documents and is fully satisfied by the explanation 
provided then the review is closed. All additional documents, provided by 
the contractor is added to the file for any future references. 


ii. If information provided and the financial report do not match and there is 
an error, then a need for a revision of the report may arise. In that case, 
additional time is provided to revise the report and submit to the 
Department. Once the revised report is received and information are 
accurate, the review is closed for the year. 


iii. On the other hand, if the investigation suggest improper payments or 
cash on hand then the funds need to be returned to ODOC. The 
procedure for this is explained in details on page 28.  


o. After the audit has been closed, print a copy of the electronic pink sheet (ODOC 
Audit Review) and email confirmation to add to the audit file beneath the pink 
audit review form. The package is filed and retained according to the regulations. 


Program Audit 
If a Contractor receives funds of $25,000 or more and expends funds of less than $750,000, 
Oklahoma Administrative code Section 150:1-21-4 requires the entity to provide the 
Department with a Program Audit (an audited financial statement report) completed in 
accordance with Generally Accepted Government Auditing Standards. This is also referred to as 
a Yellow Book audit. 


It is not possible for ODOC to decide which contractors will be required to prepare a Single 
Audit as grants are awarded through many agencies besides ODOC. At the time a report is 
received, the reviewer needs to check the total amount of “Grant Revenue” reported. If this 
suggest that the subrecipient received more than seven hundred and fifty thousand dollars 
($750,000.00) of grant in total, then the supplemental information is reviewed to find out how 
much of this is Federal Revenue and what was the total expenditures. This is broken down to 
ensure that a Single Audit was not required. Emails are sent out to verify that information as 
well.  


Single Entity Audit 
All non-Federal entities that expend $750,000 or more of Federal Awards in a year are required 
to obtain an annual audit in accordance with the Single Audit Act Amendments of 1996, Office 
of Management and Budget (OMB) Uniform Grant Guidance. A single audit consists of a 



https://www.whitehouse.gov/sites/default/files/omb/assets/about_omb/104-156.pdf

http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
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financial and compliance examination, as well as a Schedule of Federal Awards. The Audit 
Review Checklist has a section to list the items included in the report. A checklist is added in the 
Exhibit for reference. 


The Department is in the process of adding a new form that will be sent out to the subrecipient 
at the end of fiscal year 2020. This form will need to be filled out by the subrecipient informing 
ODOC if the subrecipient will be required to prepare a Single Audit.  Once the response is 
received, a remark will be added to the file “Audits Needed” and filed with the rest of the 
package, waiting for the final return. This form will initially be sent to those contractors 
receiving the CDBGDR grants, and later to all contractors of ODOC. An effort is also underway to 
have an electronic version of this form sent to contractors  through OKGrants which will reduce 
the cost and inconvenience of mailing. 


Audit Review Process 
The purpose of an Audit Review is not only to ensure that the contractor has correctly reported 
the award in their financial statement but also to ascertain that any reportable findings are 
known to ODOC which instead would help ODOC to determine the eligibility of the contractor 
to receive additional funds and also any necessary precautions that may need to be taken.  


When an audit package is retrieved and determined to be a Program or Single Entity audit, 
follow the procedure listed below: 


1. Retrieve prior year audit package from central file system for comparison 
2. Prepare ARC Checklist (See Exhibit 5) 


a. Go to the “S” Drive 
b. Click on “AA-ARC20XX to open. Use the appropriate fiscal year 
c. List any contract which does not end during the audit period and/or does not 


utilize all available funds during the audit period balances in the “Partial” 
columns 


d. List any contract which ended during the fiscal year in the “Full” columns 
e. Enter contractor name 
f. Enter contractor number 
g. Determine whether ED paybacks are included in audit. Check yes or no 
h. Locate auditor’s report on Financial Statements and Federal Awards.  
i. Ensure criteria 1a-f are present in Independent Auditor’s Report 
j. Locate Financial Statements 
k. Locate a Schedule of Federal Awards 
l. Is report signed and dated? Check yes or no 



file://agency.ok.local/data/a0/data/dept/AdmnServ/FS/AUDIT/Aa-arc2016.xls
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m. Is report combined into one report? Check yes or no 
n. Determine if Government Auditing Standards (Program) or Uniform Grant 


Guidance (Single Entity) was used to prepare report 
o. Complete appropriate side of checklist for standards used to prepare report 


i. Government Auditing Standards 
1. Locate auditor’s report on internal control and compliance for 


GAS 
2. Is it signed? 
3. Combined into one report? 
4. List audit opinion if anything other than unqualified 


ii. Uniform Grant Guidance, Subpart F 
1. Locate auditor’s report on internal control and compliance   
2. Locate the auditor’s report on internal control and compliance 


applicable to each major program 
a. Opinion issued? 
b. Supplement reference included? 
c. Is it signed and dated? 


p. Determine whether there are any ODOC findings. 
i. If there are, code them in accordance with Table of Findings  and list 


codes on Pink Sheet 
q. Determine whether Management response was included with audit. Check yes 


or no 
r. Address findings in close letter:  If the report contains findings (those that are not 


particularly related to the Award), then the findings are mentioned in the closing 
letter. It is also suggested that the contractor take necessary steps to correct 
those issues. A note is also added to the “Internal Comment “Section in OK 
Grants to notify Program of the deficiencies and assist in decision making on 
awarding new funding. 


s. List each finding and page number by classification (i.e. Significant Deficiency, 
Material Weakness, Non-Compliance, etc…) 


t. Indicate whether a prior audit was available. If so, check yes and include FY 
u. List each contract being audited and indicate whether the audit financial are in 


agreement with the Department records 
i. Place an X after “yes” if in agreement and a full audit 


ii. Write partial after yes if in agreement and a partial audit 
iii. Place an X after “no” if not in agreement and a full audit 
iv. Write partial after “no” if in agreement and a partial audit 
v. Write draws after “no” if no funds were drawn in FY 



file://agency.ok.local/data/a0/data/dept/AdmnServ/FS/AUDIT/AUDIT%20FORMS/Table%20of%20Findings.docx
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v. Determine whether there is a fund balance for any contract being audited in FY.  
i. Check yes or no 


ii. List contract number, amount of fund balance, and page number 
w. Determine if interest was earned on contract funds 


i. Check yes or no 
ii. List contract number, amount earned, and page number 


x. Determine if there are any Questioned Costs 
i. Check yes or no 


ii. List contract number, amount earned, and page number 
y. Enter Audit firm information 


i. Enter name 
ii. Enter address 


iii. Enter City/State/ZIP 
z. Verify that auditor is authorized to perform governmental audits 


i. Retrieve Oklahoma Accountancy Board rosters of governmental auditor 
ii. Verify firm performing audit is listed. Check yes or no. 


iii. Enter CPA/Firm number listed on OAB roster 
iv. Enter Designated contact on list 


aa. Confirm with “Regardless of Status Report” that all contracts have been included 
in the audit (i.e. all open contracts have been included on pink sheet” 


bb. Sign and Date the ARC checklist 
cc. Add to audit package behind the Pink Sheet 


3. Enter Audit Review Information into the HP 3000 system 
a. Log on to the HP 
b. Select 02 Contract Tracking 
c. Select 03 Audit Menu 
d. Select 02 Audit Tracking 
e. Enter “F” to find 
f. Enter 01 to input contractor number 
g. Enter 02 to input fiscal year 
h. Enter 04 to enter reviewer’s initials 
i. Enter 16 to enter findings coded within the audit 
j. Enter “E” for enter mode 
k. Type in each finding code 
l. Type “//” to return to action field 
m. Type “UR” to save changes and return to main screen 
n. Enter 17 to enter contracts affected 
o. Enter “e” for enter 



http://reflections.odoc5.odoc.state.ok.us/rweb/LoginPage.do?logout=true
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p. Input contract number 
q. Enter questioned costs (0 if none) 
r. Input contract specific finding (5-General Findings, 6-No ODOC funds in audit, 7-


ED repayment 
s. Type “//” to return to action field 
t. Enter “UR” to save changes and return to main screen 
u. Enter 18 to enter comments 
v. Type “e” for enter 
w. Enter any comments desired 
x. Type “//” to return to action field 
y. Type “UR” to save changes  
z. Document HP entries on the pink sheet with review initials and date 


4. Enter Audit Review Information in OK Grants 
a. Logon to OK Grants 
b. Select “My Financials” 
c. Search for the contractor in the appropriate audit year (ex: Audit 2015) 
d. Select “Search” 
e. Click the hyperlink under the Name column in the resulting search results 
f. Click the View forms button 
g. Select the ODOC Audit Review form 
h. Fill in the missing data on the Audit Review form (soft copy pink sheet) 
i. Save the data by selecting the save button 
j. Select the Doc Id hyperlink to return to main audit menu 
k. ***If there is an ED payback included in a separate audit*** 


i. Select the “Uploads” button 
ii. Scan and upload the ED payback audit 


iii. Scan and upload the last page of the ED payback schedule 
iv. Save uploads by clicking “Save” button 


l. Select the Doc Id hyperlink to return to main audit menu 
m. Select the “View Status Options” button 
n. Change the status from “Audit Report Submitted” to “Audit Report in Review” 
o. The Audit Manager reviews the completed package and determines whether 


additional information is needed in order to close the review 
i. If additional information is needed, the audit status is changed from 


“Audit Report in Review” to “Audit Report Response Required”. This 
status change triggers an email message to be sent to the contractor with 
the contents of the comments entered in the Modification Comments 
form on the main audit menu. 



https://grants.ok.gov/
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ii. The email informs the contractor that the review cannot be completed 
without additional information/explanation. This gives the contractor an 
opportunity to provide additional information. Until response is received 
the review process is open. Once all documents and response is received, 
the auditor completes the review process and sends closing letter if no 
further information is required.  


iii. If improper expenditures or cash-on-hand is noted while reviewing then 
further actions are required. (See Page 28) 


iv. If no additional information is needed the audit status is changed from 
“Audit Report in Review” to “Audit Report Closed”. This status change 
triggers an email message that serves as official notification of the 
contractor that the review has been closed. 
 


p. After the audit has been closed print a copy of the electronic pink sheet and 
email confirmation to add to the audit file beneath the pink audit review form. 


According to Oklahoma Admin. Code Sec 150:1-21-7, the Department need to complete a 
review in six (6) months. 


Questioned Costs/Cash-on-Hand and Audit 
Procedures 


While reviewing the audited financial statement or Single Audit of a contractor, if any improper 
expenditure or cash on hand is noted further actions will be required by the audit division.  A 
‘Notice of Show Cause’ is sent out to the contractor requesting an explanation for the payment 
or the remaining balance on closeout. The audit status is changed to “Response Required”. If no 
response is received in two weeks then another email is sent out, followed by phone calls to 
contact the subrecipient and auditors. 


If the contractor’s response suggests an error in the reporting, then additional information, 
along with all of the supporting documents (invoices, checks, bank statements, accounting 
records of the contractor etc.) needed to verify expenses, are requested to be submitted to the 
Audit Division. To speed up the process they are encouraged to fax or email their documents. 
Once all the documents are received and reviewed by the audit division, if the audit reviewer is 
satisfied as to the expenditures made, then the contractor is given additional time to correct 
the error and submit a revised report. All new applications are kept “On Hold” until the revised 
report is received and the review process is completed and closed. The entire process needs to 
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be completed in six (6) months’ time. So depending on where on the timeline the review 
process is, the subrecipients are informed of the time they have to furnish the documents 
requested.  


If the contractor cannot provide a satisfactory answer for the cash on hand then a final decision 
in the form of a “Request for Return of Fund” is sent. If the payment is improper then also a 
“Request for Return of Fund” is sent. In either of these situations, a HOLD is placed on any 
further funding and no new applications are approved until the payment is received in full. 
During this process the Program and Accounting Divisions of ODOC are informed of the 
situation. This also has to be completed in six (6) months.  


Single Audit Review and Management 
Decision 
According to 2CFR § 200.331, a pass through  entity is responsible for issuing a management 
decision for audit findings that are related to the Federal awards it makes to it sub-recipients.  


The audit review of a single audit may require such actions in case there are findings. ODOC has 
policies to ensure that in such cases the contractor/sub-recipient is given an opportunity to 
provide explanations or repay disallowed costs, make financial adjustments or take any other 
actions. During this time they are given sufficient time to check the report and submit their 
response. The entire review need to be completed within six (6) months of the receipt of the 
report.  


The process begins whenever a Single Audit has a reportable findings or there is cash on hand 
from the award given by the Department. The audit status is changed from “Audit in Process” 
to “Response Required”. This triggers the system to send an email to the contractor with the 
content of the “Modification Comment” (here the reason for additional information is 
explained). A notice of show cause may also be sent out. This gives the contractor an 
opportunity to investigate the matter and explain for such findings. Usually two weeks’ time is 
given to respond. If no response is received during that time then another email is sent to the 
subreceipients and auditors as well. This may be followed by phone calls to ensure that they 
have received the notice is aware of the situation. 


The contractor may find that this was an error. In that case, they are given time to provide 
additional information and make necessary financial adjustments. This will require a revised 
audit report to be prepared and submitted to ODOC within a time frame. Depending on the 
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time remaining to complete the review, they are informed of the time they have to complete 
and send the revised report.  


If this was a finding then the audit is required to contain management’s response and 
corrective actions taken. The program division’s monitoring team also requires that corrective 
actions are taken whenever any findings are noticed. 


It may also be that the expenditure was improper or the cash in hand was not expended with 
the required contract time period. In this case the sub-recipient is send a final notice of 
“Management Decision” which requires the contractor to return the disallowed costs.  


During this process, any existing contract(s) are placed “ON HOLD” and no new applications are 
rewarded until the matter is resolved and the money is returned in full. The review process is 
not closed until then. This entire process of reviewing is expected to be completed with six (6) 
months. In any case, the division is continuously monitoring and following up to ensure that the 
review is closed in the time provided.  In case the report has a findings that does not relate to 
the awards then the closing letter is sent to the contractor advising that the sub-
recipient/contractor follow the recommendation of their auditors. “Internal Comment” section 
in OK Grants Review page is added to assist the decision making process for future awards. 
Repeat findings may make it difficult for the contractor to be eligible for new funding.   


 
 
 


 


 


Monthly Reports 
Currently, monthly reports are run on both the HP 3000 system and the OK Grants system. 
During this period of double entry tracking, the HP reports are compared to the OK Grants 
reports at the end of each month in order to ensure completeness and accuracy of the OK 
Grants audit management system. 


These monthly reports provide a performance measurement of the Audit Division and also 
show which Contractors have not submitted their reports. This helps keep a running record of 
audits received and the contractors who have to submit reports on time. It shall be determined 
whether any further action ought to be taken on the pending reports. Emails are sent. Auditors 


REPORTING 
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are contacted to know the status of the reports. Ok Grants is searched and any new 
applications are submitted by the contractors without their most current report. 


HP 3000 Reports 
1. Audits Received and Not Reviewed (AUDIT 12) 


a. Log onto the HP system 
b. Select 02 Contract Tracking System 
c. Select 03 Audit Menu 
d. Select 03 Printed Reports 
e. Select 02 Audit Tracking Reports 
f. Select 08 Audits Received and Not Reviewed 
g. Enter date parameters 


2. Audits Received and Not Closed (AUDIT 05) 
a. Follow steps 1a-e 
b. Select 07 Audits Received and Not Closed 


3. Audits Closed (AUDIT 08) 
a. Follow steps 1a-e 
b. Select 09 Audits Closed 


4. Notice of Audits Required (AUDIT 03) 
a. Follow steps 1a-e 
b. Select 03 Notice of Audits Required 
c. Run for each Fiscal Year that audits were received in 


5. Summary of Audits in Progress with Contractor Listing (AUDIT 13D) – to verify number of 
audits received, reviewed, and closed. Compare to numbers on OK Grants A-133 Open 
report 


a. Follow steps 1a-e 
i. Select 14 Summary of Audits in Progress 


1. Select 2 – ASD Laser Printer, Enter 
2. Enter month and year needed, Enter 


ii. Select 15 Summary of Audits in Progress with Contractor Listing 
1. Select 3 – Fiscal and Administrative Services, Enter 
2. Enter Month and Year needed, enter 


6. Audits Received/Processed (AUDIT 04) 
a. Follow steps 1a-e 
b. Select 04 Audits Received/Processed  


OK Grants Reports  



http://reflections.odoc5.odoc.state.ok.us/rweb/LoginPage.do?logout=true
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1. Summary of Audits report: this report captures all audit activity that has taken place 
within the audit management system during a specified range of time. This report is 
generated in spreadsheet format and the data is sorted in order to determine the 
number of audits and contracts that have been received, reviewed, and closed during a 
single month 


a. Logon to OK Grants 
b. Select the “My Reports” link 
c. Select the “Summary of Audits” link 
d. Enter the current year sub code (FY 15 – 2015) 
e. Choose Excel from the Export Results to dialog box 
f. Choose “Date Received” from the Sort By drop down dialog box 
g. Click Execute 
h. Click “Open” on the pop-up dialog box 
i. Click “Yes” on the pop-up dialog box 
j. Sum the number of audits received during the month 
k. Sum the combined total number of contracts received during the month 
l. Click the arrow in the upper left corner to highlight the entire spreadsheet 
m. Click “Data” 
n. Click “Sort” 
o. Choose Date Reviewed from the Sort By drop down dialog box 
p. Sum the number of audits reviewed during the month 
q. Sum the combined total number of contracts reviewed during the month 
r. Click “Data” 
s. Click “Sort” 
t. Choose Date Closed from the Sort By drop down dialog box 
u. Select “Execute” to generate the report 
v. Sum the number of audits closed during the month 
w. Sum the combined total number of contracts closed during the month 


 
2. Audits Received/Processed 


a. Logon to OK Grants 
b. Select “My Reports” 
c. Select “Audits Received/Processed 
d. Enter the current year sub code (FY 15 – 2015) 
e. Choose Excel from the Export Results to dialog box 
f. Choose “Date Received” from the Sort By drop down dialog box 
g. Select ‘Execute” to generate the report 
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h. This report is automatically generated and maintained based upon the data 
entered into the Audit Review Forms entered into the Audit Year 


3. A-133 Over Report: lists all audits received during a fiscal year and logs whether there 
are findings, questioned costs, date of first review, date closed, and reflects the date by 
which the audit must be closed to be in compliance with the 6 months required by the 
Uniform Grant Guidance 


a. Logon to OK Grants 
b. Select “My Reports” 
c. Select “A133 Over” 
d. Enter the current year sub-code (FY 15 – 2015) 
e. Choose Excel from the Export Results to dialog box 
f. Choose “Date Received” from the Sort By drop down dialog box 
g. This report is automatically generated and maintained based upon the data 


entered into the Audit Review Forms entered into the Audit Year 
4. A133 Open Report: the Open report contains all the same information as the Over 


report referenced above, however once audits are closed they are deleted from this list, 
leaving only audits received and not yet closed. This report only includes audits with a 
status of “Audit Report Submitted”, “Audit Report in Review”, and “Audit Report 
Response Required”. 


a. Select “My Reports” 
b. Select “A133 Open” 
c. Choose Excel from the Export Results to dialog box 
d. Choose “Date Received” from the Sort By drop down dialog box 
e. This report is automatically generated and maintained based upon the data 


entered into the Audit Review Forms  


 


 


Performance Report 
1. Run reports off HP 


a. Log onto HP in FD 
b. Enter 02 Contract Tracking System 
c. Enter 03 Audit Menu 
d. Enter 03 Printed Reports 
e. Enter 02 Audit Tracking Reports 
f. Select 14 Summary of Audits in Progress (AUDIT 13) 



https://corehr.ok.gov/
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g. Selected 02 Printer in ASD 
h. Enter year and month 
i. Repeat steps a-e 
j. Select 15 Summary of Audits in Progress with Contractor Listing (AUDIT 13D) 
k. Select 03 Fiscal and Administrative Printer 
l. Enter year and month 


2. Tally numbers from the A-133 Over Report (Sub-code put current fiscal year) 
a. Manually tally the number of contracts received for the entire month 
b. Compare this number to the number listed on the Audit Received report 


3. Tally numbers on the Audit Received/Processed report 
a. Manually tally the number of contracts closed and reviewed 


4. Transfer totals to Performance Review spreadsheet 


Quarterly Reports 
1. Contracts Uncompleted/Contracts by Contractor (CONT 04) 


a. Log onto HP system 
b. Select 02 Contract Tracking System 
c. Select 01 Contract Tracking 
d. Select 08 Contract Reports 
e. Select 04 Reported by Contractor 
f. Select 2 Copy Room Line Printer 
g. Select 05 Uncompleted Contracts 
h. Run entire report (do not need to put in any contractor number, enter, then type 


“y”) 
i. Compare to prior quarter to verify all audit review worksheets have been posted 


to HP by having the Audit Date FD posted 
 


 


Annual Reports 
1. Audits Required and Contracts Affected (AUDIT 01): is an HP report and is prepared to 


start audit tracking for fiscal year which has just ended 
a. Log onto HP system 
b. Select 02 Contract Tracking System 
c. Select 03 Audit Menu 



https://corehr.ok.gov/

http://reflections.odoc5.odoc.state.ok.us/rweb/LoginPage.do?logout=true
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d. Select 03 Printed Reports 
e. Select 02 Audit Tracking Reports 
f. Select 01 Audits Required and Contracts Affected 
g. Select 01 for Copy Room Printer 
h. Enter Fiscal year to report (YYYY) 


2. Payments to Counties: is a PeopleSoft report and is prepared to list all payment made 
to all counties during the fiscal year which has just ended. The report is provided to the 
State Auditor’s office 


a. Log onto PeopleSoft 
b. Select Main Menu 
c. Select Reporting Tools 
d. Select Query 
e. Select Query Viewer 
f. Choose COUNTY_PAY from list and run to Excel 
g. Enter Fiscal Year start and end dates as the search parameters, Click View Results 
h. Report will open in Excel Spreadsheet 
i. Click “Data” button 
j. Click Subtotal 
k. Subtotal box pops up – make the following selections 


 
i. At each change in : County 


ii. Use function: Sum 
iii. Add subtotal to : Monetary Amount 
iv. Check Replace Current Subtotal 
v. Check Summary below data 


vi. Click OK 
l. Highlight Monetary Amount column and click the $ at top of page to format 
m. Shrink columns as needed to fit onto legal size paper 



https://corefp.ok.gov/psp/mrfsi/?cmd=login
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n. To make the total bold for each subtotal, you have to bold each one. 
 


 


 


 


 


 


 


 


 


 


 


 


 


 
The Audit section is one of the four sections that comprise the Department’s Financial Services 
Division.  The main purpose of the division is to assist the Department with the entire Audit 
Review Process. ODOC enforces the preparation and submission of audited financial statements 
or the Single Audit (if the contractor expends $750,000 or more of Federal awards during any 
fiscal year), by all its contractors, unless otherwise exempted. 


 Audits are required in various stages of an award’s lifetime. The ODOC informs contractors 
about the audit requirement at the very beginning of the process.  The application process for 
any grant requires the submission of the most recent audit of the contractor. At this stage, the 
grant is not awarded; however, the application process is not complete unless the most recent 
audit report is included. Once the application is approved the need for the audit submission is 
included in the “Term & Conditions” on the Contract.  


ADMINISTRATION 
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At the end of a fiscal year, an Audit Tracking Letter is sent to all contractors who had open and 
active contracts with the ODOC. This is to remind the contractors to submit a report to ODOC in 
a timely manner. 


If a contractor fails to submit a report by the due date then a delinquent audit letter is also 
sent. If no actions are taken by the contractor then additional funding or new application may 
be put on “HOLD” until all pending reports are submitted and satisfactorily reviewed and 
closed. 


Once a grant is awarded, the Contractor has to submit their reports annually until the grant is 
completely reviewed and closed by the division.  


 


Year-End Procedures 
The Audit Division is engaged yearlong in receiving, and reviewing reports. Audit Confirmations 
are also provided to auditors as requested.  


At the end of each fiscal year, a report called “Audits Required and Contracts Affected” (ARCA) is printed 
from the HP system. This report gives a list of all contractors, along with the contracts detailed 
information, that were open and active during that fiscal year. This helps create the audit applications in 
OK Grants.  An “Audit Tracking Letter” is sent to all contractors at the end of the Fiscal Year, reminding 
them to submit their Single Audit or Audited Financial Statement.  


The contractors can upload their audit to Ok Grants or submit their audit to the ODOC. Audits are also 
retrieved from different sources such as the State Auditor & Inspector’s (SA&I) website or the 
applications submitted by the contractors. 


Following are a list of reports and procedures on how to get those reports from different systems used 
by the Department.  


Funds Control  
 
HP 


1. Verify with Accounting the cutoff date for processing June claims 
2. Coordinate with IT to remove “enter contractor number” control 
3. Run funds control for all contractors by fiscal year (See Exhibit 9) 


a. Log onto HP system 
b. Select 02 Contract Tracking System 
c. Select 02 Funds Control 
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d. Select 05 By Fiscal Year 
e. Ask for FY 20XX 
f. Press Enter 
g. Retrieve print out from printer 
h. Sort sheets to those that will receive an audit tracking letter (Refer to audit 


tracking letters below) 
i. Remaining sheets are filed alphabetically 
j. Sort by contractor year-end 
k. If year-end is not June 30, file separately by Contractor’s year-end month in the 


tickler file in the Audit Manager’s office 
l. Verify with Accounting that all ED paybacks have been posted 
m. Print off Accounting’s report and the Loan Payback Schedule from Program 


Division 
n. Use ED payback schedule for the month of June to ascertain contractors that 


have active ED paybacks 
a. Log on to HP 
b. Select 05 Reporting Functions 
c. Select 04 Miscellaneous Reports 
d. Select 05 By Contract Number 
e. Enter list of contract number needed 
f. Enter June 30 for Month Ending date 


o. Add ED Payback sheet “Purple Sheet” (See Exhibit 10) to each contract number 
payback listing contractor name and number 


p. Prepare Audit Review Form (pink sheet) for each contractor receiving funds 
during the fiscal year just ended 


q. List all contracts by using the Audits Required and Contracts Affected report 
r. Pull supporting documentation from HP and PeopleSoft 
s. Merge audit tracking letter, audit review form, supporting documentation, ED 


payback sheets, and funds control to be filed alphabetically 


PeopleSoft  


1. Verify with Accounting the cutoff date for processing June claims 
2. Log onto PeopleSoft 
3. Click Favorites 
4. Click Query Viewer 
5. Run OCP_FIN_FUNDS_CONTROL to Excel 
6. Enter % in Supplier ID 
7. Enter % in Supplier Name 



https://corefp.ok.gov/psp/mrfsi/?cmd=login
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8. Enter 7/1/xx in From textbox 
9. Enter 6/30/xx in To textbox 
10. Click View Results 


 


11. Report opens in Excel spreadsheet 
12. Sort the report by Supplier in alphabetical order 


a. Delete Row 1 (Outer join on PAYMENT_TBL) 
b. Highlight entire spreadsheet by clicking triangle in upper left corner 
c. Click “Data” 
d. Click “Sort” 
e. Sort by Column B 
f. Select the “My Data has Headers” checkbox 
g. Click “OK” 
h. Select “Sort anything that looks like a number, as a number if applicable 
i. Click “OK” 


13. Insert Subtotals (Total Contractor Payments) 
a. Click “Data” 
b. Click “Subtotal” 
c. Select the following 


a. At each change in: Supplier 
b. Use function: Sum 
c. Add subtotal to: Payment Amount 
d. Select – replace current subtotals 
e. Select – page break between groups 
f. Select – summary below data 
g. Click “OK” 
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h. Shrink and format columns for better visibility 
i. Save document to be used for audit confirmations – see section 


immediately below for audit confirmation instructions 
14. Insert Subtotals (Total Payments per Contract) 


a. Click “Subtotal” again 
b. Select the following 


a. At each change in: Project 
b. Use function: Sum 
c. Add subtotal to: Payment Amount 
d. Click “OK” 
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Audit Confirmations 


Audit confirmations are provided to Independent Auditors engaged by Contractors to fulfill the 
audit requirement set by Title 150.  The division provides the confirmation promptly to assist in 
the timely preparation of the reports. Audit confirmations are held until all ED Paybacks are 
available to be printed, usually around July 30. A running list of audit confirmations are kept on 
the shared drive and organized by fiscal year. This list helps determine which auditor should be 
contacted in case the contractor fails to respond. 


If year-end is not June 30, new funds control sheets must be run off. Below is the procedure for 
completing audit confirmations 


1. Receive audit confirmation 
2. Locate audit confirmation for fiscal year requested on Excel spreadsheet on share drive 
3. Enter confirmation on the share drive 
4. Determine whether Contractor received funds 
5. If funds were received 


a. Print funds control off HP or off the PeopleSoft funds control report (see above) 
b. Attach funds control and/or ED payback schedule to confirmation 
c. Complete confirmation with signature 
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d. Attach copy of confirmation to audit tracking documents 
e. Return confirmation by mail 


6. If funds were not received 
a. Complete confirmation with a signature 
b. File a copy in central file system 
c. Return confirmation by mail 


 Enter “Audit Date ODOC” 


1. Retrieve the existing print version “Contracts Uncompleted/Contracts by Contractor 
report (after June 30) 


2. Run a new report to insure that all worksheets have been entered by Accounting in the 
column “Audit Date FD” (after June 30) 


1. Log onto HP system in FD 
2. Select 02 Contract Tracking System 
3. Select 01 Contract Tracking 
4. Select 08 Contract Reports 
5. Select 04 Reported by Contractor 
6. Select 01 High Speed line printer 
7. Select 05 Uncompleted Contracts 
8. Enter Contractor Number 
9. Select Y for whole file 


3. If there are discrepancies, resolve with Accounting staff 
4. Run this computer report again after Annual Audit (Aug or Sep) to ensure that 


Accounting has entered all the worksheets 
5. On this report under column “Audit Date ODOC” notate the date 6-30-xx for all 


contracts that have an “Audit Date FD” date (Exception is if contract did not end) 
6. Give 6-30-xx annotate computer run to Audit Manager to review before dates are 


entered 
7. Report is returned by Audit Manager 
8. Log on to HP in FD 
9. Select 02 Contract Tracking System 
10. Select 01 Contract Tracking 
11. Select 03 Inactive 
12. Type “F” 
13. Enter contract number 
14. Select 14 Audit Accepted ODOC 
15. Enter 6-30-xx 
16. Select 15 Last Change 
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17. Enter Audit Accepted 
18. Verify that this information was entered in one of three ways: 


1a. Select 06 History 
1b. Type “F” 
1c. Enter contract number 
1d. Scroll to see all activity 
2a. Run computer report to verify contract is no longer listed on the run 
3a. Run Regardless of Status report 


19. Run “Contracts Uncompleted Contracts by Contractor” report to verify all information is 
entered (Use this report for new FY) 


Contract Verification 


OK Grants transmits a system generated e-mail message that a new application has been 
submitted. Receipt of this message sets in motion a verification process. 


1. Log into to OK Grants 
2. Click the “My Applications” tab 
3. Enter contractor name  
4. Select “Search” button 
5. Find the new application which was referenced in the e-mail 
6. Click on the application 
7. Select “View Forms” button 
8. Select “Audit” 
9. Verify most recent audit information is entered 
10. Print off the audit if it is needed (to be used later) 
11. If not attached to the application check the State Auditor’s website using the 


procedures on page 29 
12. If the mail option was utilized, check the cursory audit spreadsheet on shared drive 
13. If most recent audit is not available a special condition is placed on the application 
14. Return to the ODOC Application Menu – Forms screen 
15. Under Award, select “Contract Form (ODOC Only)” 
16. In the special condition box type “ No release of funds until all audits required have 


been received and close by ODOC” 
17. Save changes 
18. Then when email notification is received that the contract has been executed log back 


into OK Grants and change from “executed” to “hold” 


Audits Required 
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After all audits required for the upcoming fiscal year have been identified (via the Audits 
Required and Contracts Affected report and the ED/CD payback lists), the required audits and 
their associated fiscal year end dates are added to the “Audits Needed” spreadsheet on the “S” 
drive on a separate tab (after audits are created add the doc ID of each audit to the 
spreadsheet to assist in year-end rollovers. Then audit entries are created in the corresponding 
audit sub-year on OK Grants (Audit 2015, Audit 2016, etc.…) in anticipation of the audit receipt. 
Audits are grouped based upon ODOC’s fiscal year, not the contractor’s fiscal year. For 
example, Audit 2016 will contain all audits expected to be received from July 1, 2015 through 
June 30, 2016. The audits are left in the “Audit Report in Process” status until the audit is 
received by ODOC. Once received the status is changed to “Audit Report Submitted”.  To create 
the initial entry the following steps are required: 


1. Log into OK Grants 
2. Select the My Administration tab 
3. Select Create a Document on Organization Behalf 
4. For Document Category select “ODOC Audit” 
5. Enter the name of the contractor in the organization name box (or first letter of 


contractor name to select multiple contractors at one time) 
6. Select Search 
7. Select the appropriate sub year from the Document Template Instance drop down 
8. Select the appropriate contractor from the Search Results box 
9. Click the “Create Document for Selected Organization” to finish the process  
10. Go to the “My Financials” tab and search for that contractor. Audit in Process by the 


correct Audit year 
11. Click on the Name and complete the pink sheet Under View, Edit and Complete Forms 
12. After audits are created go into each “pink sheet” and enter the fiscal year, vendor 


number, start/end dates, number of contracts,  contract information, last request, and 
date due (** County audits are not created on OK Grants but are entered on the HP**) 


On June 28 cancel out all audits in the ending Audit year and roll them forward to the upcoming 
audit year. Follow the same steps as outlined above to create the new audit entries. Prior to 
deleting the audits out of the year just ending, create the new audits in the new year to retrieve 
the doc ID number from the new year to be added to the internal comments box on the old 
audit prior to cancelling out the old audit. Then go into the new audits and enter the doc id 
number of the cancelled audits in the internal comments box. The internal comments boxes on 
each year’s audit review form are utilized to connect the two review forms. This ensures 
continuity of tracking letters and delinquency notices.  To verify that all old audits have been 
cancelled out, search for “audits in process” in that audit year.  There should be no remaining 
audits in process.   



file://agency.ok.local/data/a0/data/dept/AdmnServ/FS/AUDIT/Audits%20Needed.xlsx

https://grants.ok.gov/
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Audit Tracking Letter  


Audit Tracking Letters notify the contractors who are required to submit an audit. The process 
starts with the “Audits Required and Contracts Affected” report.  The procedures to prepare 
audit tracking letters are listed below. (See “Audits Required” immediately preceding this 
section if initial audit entries have not already been loaded into the system. This is most likely to 
be the case with audits with fiscal years ending before June 30). Audit tracking letters are sent 
by pushing all audits from “Audit Report in Process” to “Audit Request Letter Sent”. This status 
change triggers an email message that is sent to the contractors. The system automatically 
pushes the audit back to “Audit Report in Process”. All messages sent are attached and 
available for review under “Examine Related Items”.  


1. Log on to OK Grants 
2. Click “My Administration” 
3. Click “Status Push Document by Role” 
4. Select “Audit” from application type dropdown list 
5. Click “Search” 
6. Select “Audit Report in Process” from the status drop down box 
7. Click “Search” 
8. Select “Audit Request Letter Sent” from Push to Status dropdown box 
9. Enter 1st request, 2nd request, etc. as reason for push 
10. Under search results, select all contractors that require a tracking letter – these can be 


found on the Audits Needed list on the “s” drive by fiscal year (can sort by fiscal year 
end) 


11. Click “push selected documents” to complete the process 
12. Enter each letter onto the HP on the audit tracking screen 


a. Log on to HP 
b. Select 02 Contract Tracking System 
c. Select 03 Audit menu 
d. Type “E” for Enter 
e. Enter contractor number 
f. Enter fiscal year 
g. Enter date of letter 
h. Enter number of letter 
i. Enter date audit due 
j. Repeat steps for each letter 


13. Run the “Notice of Audit: Require for Fiscal Year 20xx” to verify each letter was entered 
14. Notice of Audits Required (AUDIT 03) 


a. Log onto the HP system 



https://grants.ok.gov/

https://corehr.ok.gov/

https://corehr.ok.gov/
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b. Select 02 Contract Tracking System 
c. Select 03 Audit Menu 
d. Select 03 Printed Reports 
e. Select 02 Audit Tracking Reports 
f. Select 03 Notice of Audits Required 


 


Purchase Card Audit 


Internal audits of Agency Purchase cards are completed each month by the Audit staff. This 
entails reviewing Purchase Card documentation and statements each month for each Agency 
cardholder. A checklist (See Exhibit 12) is prepared by the Audit staff on a quarterly basis. It is 
signed and dated by the Audit Manager and disseminated to the Chief Financial Officer, Chief 
Procurement Officer Supervisor, and Travel Coordinator. 


1. Verify cardholder statement is signed and dated by cardholder and authorized 
signature 


2. Verify “Card Transaction Reconciliation” for signatures, dates, and mathematical 
accuracy 


3. Copy statement 
4. Verify there is supporting documentation for each entry 
5. Annotate on copy whether documentation is present for each entry 
6. Confirm there are no Oklahoma lodging taxes (out of state taxes are allowed) 
7. Verify the cardholder has date stamped and signed each document 
8. Flag documents that are not signed 
9. Compile list of discrepancies with page number, associate name, date of transaction 


and dollar amount 
10. Enter the summary information on the P-Card Activity Summary Report on the “S” 


drive 
a. Access the spreadsheet by following the path: 


 


11. Quarterly prepare Purchase Card Internal Audit checklist with each applicable 
month’s list of discrepancies (missing supporting documentation, taxes to be 
refunded, etc…) and deliver to Comptroller for signature 



file://agency.ok.local/data/a0/data/dept/AdmnServ/FS/AUDIT/P-Card/FY%2017%20P-Card%20Activity%20Summary%20Report.xlsx
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12. Make three copies of the signed checklist to be delivered to the CFO, Procurement 
Supervisor, and Travel Coordinator. The original is retained with supporting 
documentation in audit 


Mass Mail 
The mass mailing tool provides the ability to send an email message to multiple contractors. 
Recurring messages can be saved as templates for future use.  


1. Log into OK Grants 
2. Click the “My Administration” tab 
3. Click “Mass Messages” 
4. Select a choice from Message Type dropdown box 


a. Saved template message 
i. Click Go 


ii. Select template to be used 
b. Custom message 


i. Click Go 
ii. Type message 


5. Under Document Search Criteria select “ODOC Audit” and press “Go” 
6. Select an audit status  
7. Choose document template (ex; Audit 2012, 2013, 2014) then press “Go” 
8. Choose document template instance which corresponds with the document template 


chosen in Step 9 
9. Select the role you wish to contact (agency administrator, authorized official, financial 


officer, audit manager) 
10.  Press “Search” to return a list of possible message recipients 
11. Select the recipients (agency administrator, authorized official, financial officer, audit 


manager) within the resulting search results 
12. Press “Send Message” button at the top of the page to send message to selected 


recipients 
13. Message sent by this tool are not automatically connected to the audit (which is the 


base with the audit tracking letters). Message sent must be printed to be added to file 
a. From the OK Grants home screen click “Open my Inbox) 
b. Click “View All My System Messages” 
c. Click “My Sent Messages” 


i. Messages not sent as system message will be available here 
d. Click “My System Messages” 



https://grants.ok.gov/
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i. Message sent as system messages will be here 


State Auditor & Inspector Website  
The site is checked daily for audits that have been uploaded by CPA firms as well as for audits 
uploaded by the State Auditor’s office.  


1. Go to website -- https://www.sai.ok.gov/ 
2. Click the “Audit Reports” button 


a. Recently Published Reports – reports uploaded by the State Auditor (county 
audits) 


3. Click “Municipal/School/Trust Audits tab 
4. Select appropriate fiscal year 
5. Search for available audits that have not yet been received by ODOC 


a. Search by upload date – use CTRL+F to open search box at top left of the page – 
(enter date in XX-XX-XXXX form) 


i. Audits at time are uploaded with backdated dates 
ii. Helpful to search for the current date plus at least the previous five 


working days 
b. Search by contractor name 


OK Grants Process Flow 
Audits are managed and tracked within OK Grants based upon different statuses of completion. 
These standings manage and filter the stages of reporting and tracking, and ensure the report is 
accomplished. Audit process flow is crucial to maintaining the integrity of the reports which are 
derived from the underlying data. 



https://www.sai.ok.gov/
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Audit Report in Process – audit is expected by ODOC but not yet received. After creating the 
audit, this is the first status an audit will be in. Audit stays in this status until the audit is 
received by ODOC 


Audit Request Letter Sent – this status occurs outside the regular process flow. It is used to send 
tracking letters to contactors which are required to provide ODOC with an audit. This is a “half-
step” status and will automatically revert back to Audit Report in Process after the notification is 
sent 


Audit Report Submitted – when an audit is received the audit status is changed from “Audit 
Report in Process” to “Audit Report Submitted”. The audit stays in this status until the audit has 
been reviewed. 


Audit Report in Review - after an audit has been reviewed the status is changed from “Audit 
Report Submitted” to “Audit Report in Review” 


Audit Report Response Required – after an audit has been reviewed it may be moved to one of 
two statuses. The first option is “Audit Response Required”. This status is used when further 
information is required to close the audit. Changing the status from “Audit Report in Review” to 
“Audit Report Response Required” triggers a notification which emails the contents entered on 
the “Modification Comments” form 


Audit Report Closed – if no further information is required after review the audit is changed to 
“Audit Report Closed” status. This is the end of the review process. 


Audit Report Cancelled – this status also occurs outside the regular process flow. It cancels an 
audit and keeps the audit from being included in reports. This status is not used often, but would 
be used if a contractor submitted a duplicate audit for which an audit already existed. 
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Report Builder 
Report Building 


OK Grants has a built in administrative tool called Report Builder that gives users the ability to 
build reports by querying data from the data entered on individual forms. Report Builder can be 
done on both the development site and production site.  It is preferred to use the development 
site so that the reports built are available under My Reports rather than being located only 
within Report Builder. The reports created with this tool are limited compared to reports 
created by Agate. Report Builder is not able to build reports using data from multiple templates 
(for example, data from audit forms and expenditure forms cannot be pulled together into one 
report) nor is it able to perform calculations. To access Report Builder: 


1. Log on to OK Grants 
2. Click “ My Administration” 
3. Click “Report Builder” under System Administration 


From this menu the user can search for an existing report or create a new report. To search for 
an existing report type the name into the “Name” box and click “Search Reports”. Scroll 
through the list to locate the specific report. To create a new report: 


1. Click “ Add” 
2. Add a name for the report in the “Name” box 
3. Enter any applicable instructions 
4. Click “Save” 
5. Click the “Data Selection” link 
6. Click “Add Fields” 
7. Add Standard Fields first by click each check box. Common standard field selected 


include DocumentID and Template SubCode.  
8. Click “ Save” 



https://grants.ok.gov/Login2.aspx?APPTHEME=OKOSF
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9. Under Data Selection – Add Field select the template from which the data will be pulled 
(ODOC Audit, ODOC Expenditure, etc...) 


10. Click “Go” to return the template data fields 
11. Make a document template choice for the options in the drop down dialog box (ex; 


Audit2015) 
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12. Click “GO” 
13. Select the form (ex; ODOC Audit Review) 
14. Click “GO” 
15. Select the fields that are to be included on the report (ex; dateClosed, dateDue etc…) 
16. Click “Save” 


 


17. Select “Data Filters” 
18. Select “Add Filter” 
19. Select Filter Type from drop down menu 
20. Click “GO” 
21. Select a field upon which to base the filter 
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22. Select a filter operator 
23. Enter a name for the filter and click “Save” 


 


24. Click “Test Data” 
25. Enter data into the filter or leave it blank 
26. Export results to Excel or the Screen 
27. Choose how the document should be sorted 
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28. Click “Execute” 
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Report Formatting 


In addition to being exported to Excel or the screen, reports can be opened in PDF format. After 
a report is created a header can be created that will display when the report is generated as a 
PDF. To begin print version formatting: 


1. Click the “Formatted Layout” link 
2. Selected the Header/Footer Template 
3. Click “Apply Selected Template” 
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With the header/footer template applied: 


 


Each template has a different amount of available space. Each field of the report is included in 
the header. If a report has many fields, divide the amount of space available by the number of 
fields to ensure all fields will fit on the header. 
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To format the header: 


1. Double click the first field and change the print item properties to the desired width 


 


2. Click “Save” to save the settings 
3. Click the data field in the report body that corresponds with the field just changed in the 


header and ensure the width is set the same by repeating steps 1 and 2 
4. Repeat these steps for each of the report fields 


After all fields have been formatted: 


1. Click the “Test Data” link 
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2. Enter a value in the filter if desired 
3. Set the export results box to PDF 
4. Choose how the data should be sorted 
5. Click “Execute” 
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EXHIBITS 


 


Title 150 - Oklahoma Department of Commerce    


 
Chapter 1 - General Rules of Practice and Procedures  


Subchapter 21 - Audits 
    


150:1-21-1. Purpose    
The purpose of these rules is to establish the policy and procedures for the audit of state and 
federal funds administered by the Oklahoma Department of Commerce. A contractor that 
receives federal funds from sources other than the Department may face a stricter audit 
requirement, overall, than the Department's requirement. It is the responsibility of the 
contractor to be aware of any such requirements by other funding agencies. 


 
   150:1-21-2. Definitions      


The following words and terms when used in this subchapter shall have the following meaning 
unless the context clearly indicates otherwise: 


"Act" means the Single Audit Act of 1984, as amended by the "Single Audit Act 
Amendments of 1996", both codified at 31 U.S.C. Sections 7501 et seq. 


"Contractor" means a grantee or subrecipient. 
"Department" means the Oklahoma Department of Commerce established pursuant to 


74 O.S. Section 5001, and any successor agencies thereto. 
"Government Auditing Standards" means the publication titled "Government Auditing 


Standards" (commonly referred to as the "Yellow book") issued by the Comptroller General of 
the United States, as may be revised from time to time. 


"OMB" means the United States Office of Management and Budget. 
"Professional service contractors" means those contractors that, because of special 


education, knowledge or skills, are contracted with by the Department to exercise such 
specialties in service on behalf of the Department. 


"Program Audit" means an audit only on the Department's contracts. 
"Single Entity Audit" means a single audit on the entire organization which includes all 


of the funds the organization receives and expends. 
“Uniform Guidance for Federal Awards” means the Uniform Administrative 


requirements, Cost Principles and Audit Requirements for Federal Awards found in Title 2 of the 
Code of Federal Regulations. 
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   150:1-21-3. Applicability of various acts and rules; incorporation by reference  
(a) The Department is subject to the Act. It is the policy of the Department 


to comply with the provisions of the Act and Uniform Guidance for 
Federal Awards. 


(b) The applicability of the Act is as follows: 
(1) The Provisions of the Act apply to all contractors of federal funds 


administered by the Department as subrecipients under the Act 
and Uniform Guidance for Federal Awards. Contractors defined as 
state and local governments and non-profit organizations by the 
Act are independently subject to: 


    
 (A)    The Act; 
 (B)    Uniform Guidance for Federal Awards; 
 (C)    "Uniform Administrative Requirements for Grants and 
Cooperative Agreements to State and Local Governments" 
(Text of the "Common Rules for Contracts" beginning 
October 1, 1988 published in the "Federal Register", March 
11, 1988); 
(D)    "Government Auditing Standards"; and 


 
(2) The provisions of the Act, the federal rules and regulations and 
  OMB publications cited herein are hereby incorporated by reference. 


(c) Contractors are required as follows:    
(1)    Contractors that are not subject to the Act shall be subject to audit 


requirements which conform to the requirements of these rules: 
            (A)    "Government Auditing Standards"; and 
            (B)     “Uniform Guidance for Federal Awards”.  
(2)    The provisions of the Act, the federal rules and regulations, and OMB 


publications are hereby incorporated by reference. 
(d)    Federal documents cited in the rules of this subchapter are published by the United 
States Government Printing Office, Superintendent of Documents, Washington, D.C. 
20402-9325. 
(e)    Municipalities shall comply with applicable provisions of Oklahoma law, including 
specifically, without limitation, 11 O.S. Section 17-105. 
(f)    Counties shall comply with applicable provisions of Oklahoma law, including 
specifically, without limitation, 19 O.S. Sections 177.1 and 177.5. 


 
 
 
150:1-21-4. Audit requirements  
 (a)    The Department's audit requirements shall apply to all contractors unless otherwise 
exempted. 
(b)    The following contractors shall be exempt from the provisions of this subchapter: 


(1)    Professional services contractors; 
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(2)    Vendors of products; and 
(3)    Foreign office contractors. 


(c)    Audits shall be performed annually. 
(d)    Audits required by the Department shall be for both financial and program compliance. 
Program compliance shall be determined by reference to the Uniform Guidance for Federal 
Awards or such documents as OMB or its designee may issue to replace it. For those programs 
not covered in the Compliance Supplements, the auditor should ascertain compliance 
requirements by reviewing the statutes, regulations, and agreements governing individual 
programs.  
(e)    All "government entities", as such term is defined by applicable law, shall comply with the 
applicable provisions of 74 O.S. Section 212A. 
(f)    Any contractor not subject to the provisions of subsection (c) of this section or otherwise 
exempted from the provisions of this subchapter shall be subject to the following requirements: 


(1)    If a contractor receives less than twenty-five thousand dollars ($25,000.00) from the   
Department during the contractor's fiscal year, no audit is required; 


(2)    If the contractor is a municipality with an income of twenty-five thousand dollars 
($25,000.00) or more during a fiscal year, it is required by 11 O.S. Section 17-105 to have an audit 
prepared; and the contractor shall provide one original, complete, bound audit report to the 
Department within thirty (30) days of the issuance of the report; 


(3)    If the contractor is a county, an audit is required by 19 O.S. Section 177.1 and 177.5; 
and the contractor shall provide one original, complete, bound audit report to the Department 
within thirty (30) days of the issuance of the report; and 


(4)    If a contractor expends funds that total seven hundred fifty thousand dollars 
($750,000.00) or more of federal funds during the contractor's fiscal year, then an audit is 
required. The required audit shall be a Single Entity Audit. 
(g)    A Program Audit Report (basically refers to an audited financial statement report) is due 
within hundred and eighty (180) days of the end of the fiscal year. 
(h)    A Single Entity Audit report is due within thirty (30) days of the completion of the audit. This 
audit should be completed and the report submitted no later than nine (9) months after the end 
of the contractor's fiscal year, pursuant to Uniform Guidance for Federal Awards. 
(i)    The contractor shall submit one (1) original, complete bound audit report. 
(j)    If the Department does not require an audit, but the contractor has an audit performed that 
includes Department funds, the contractor shall provide one (1) original, complete, bound audit 
report to the Department within thirty (30) days of the issuance of the report. 
 
150:1-21-5. Content of audit 
The contents of an audit shall include at minimum the following: 


(1)    The requirements of the "Government Auditing Standards" and/or Uniform 
Guidance for Federal awards, whichever is applicable; 


(2)    A schedule of state awards, if state funds were received. This schedule shall include 
all state programs and shall be on such form(s) as may be prescribed by the Department; 


(3)    A schedule of federal awards, if applicable. This schedule shall include all federal 
programs and shall be on such form(s) as may be prescribed by the Department. 
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150:1-21-6. Auditor requirements 
The following requirements for auditors shall apply: 


(1)    If an audit includes federal funds, the auditor must be: 
(A)    a certified public accountant or firm; or 
(B)    a public accountant or firm licensed on or before December 31, 1970. The 


publication "Government Auditing Standards" states the qualification for the auditing 
staff assigned to the audit. 


             (2)    If an audit covers only state funds, the auditor may be a public accountant licensed 
under the provisions of 59 O.S. Sections 15.1 through 15.9. 


(3)    Audit firms performing government entity audits must be in compliance with 74 O.S. 
Section 212A. 
 
150:1-21-7. Review of audits; appeals 
 
(a)    After receipt of an audit, the Department shall have six (6) months to review the audit. The 
Department is required to "ensure that appropriate corrective action is taken within six (6) 
months after receipt of the (contractor's) audit report in instances of noncompliance with Federal 
laws and regulations", as provided in Uniform Guidance for Federal Awards 
(b)    After review, if it is determined that funds are owed to the Department, the Department 
shall issue a Notice to Show Cause pursuant to the provisions of Sections 150:1-15-1 et seq. of 
this chapter. 
(c)    Any part aggrieved by a final order of the Department may request an appeal pursuant to 
the provisions of Section 150:1-15-14 of this chapter. 
 
150:1-21-8. Charges for audits 
 
(a)    Contractors may charge audit fees in a reasonable proportional share unless in conflict with 
applicable federal requirements, when audits are conducted in accordance with the Act, Uniform 
Guidance for Federal Awards and the rule of this subchapter. 
(b)    Contractors shall not charge audit fees for Department contracts when audits are not 
conducted in accordance with the Act, Uniform Guidance for Federal Awards and the rules of this 
subchapter. 
(c)    Hospital contractors must conduct their audit in accordance with the rules of this subchapter 
and Uniform Guidance for Federal Awards in order to charge the audit fees to Department 
contracts. 
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2018 Oklahoma Statutes 
Title 11. Cities and Towns 
§11-17-105. Annual financial statement audit or agreed-
upon-procedures engagement. 
A. The governing body of each municipality with an income of Twenty-five Thousand Dollars 
($25,000.00) or more to its general fund during a fiscal year shall cause to be prepared, by an 
independent licensed public accountant or a certified public accountant, an annual financial 
statement audit to be conducted in accordance with auditing standards generally accepted in the 
United States of America and "Government Auditing Standards" as issued by the Comptroller 
General of the United States. Such audit shall be ordered within thirty (30) days of the close of 
each fiscal year. Copies shall be filed with the State Auditor and Inspector within six (6) months 
after the close of the fiscal year in accordance with the provisions of Sections 3022 and 3023 of 
Title 68 of the Oklahoma Statutes and with the governing body of the municipality. 


B. The governing body of each municipality with an income of Twenty-five Thousand Dollars 
($25,000.00) or more to its general fund during a fiscal year and with a population of less than 
two thousand five hundred (2,500) as of the most recent Federal Decennial Census, and for 
whom an annual financial statement audit is not required by another law, regulation or contract, 
shall cause to be prepared, by an independent licensed public accountant or a certified public 
accountant, an annual financial statement audit in accordance with auditing standards generally 
accepted in the United States and Government Auditing Standards as issued by the Comptroller 
General of the United States, or an agreed-upon-procedures engagement over certain financial 
information and compliance requirements to be performed in accordance with the applicable 
attestation standards of The American Institute of Certified Public Accountants. The specific 
procedures to be performed are as follows for the fiscal year: 


1. Prepare a schedule of changes in fund balances for each fund and determine compliance with 
the statutory prohibition of creating fund balance deficits; 


2. Prepare a budget and actual financial schedule for the General Fund and any other significant 
funds listing separately each federal fund and determine compliance with the legal level of 
appropriations by comparing expenditures and encumbrances to authorized appropriations; 


3. Agree material bank account balances to bank statements, and trace significant reconciling 
items to subsequent clearance; 


4. Compare uninsured deposits to fair value of pledged collateral; 


5. Compare use of material-restricted revenues and resources to their restrictions; 


6. Determine compliance with requirements for separate funds; and 
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7. Determine compliance with reserve account and debt service coverage requirements of bond 
indentures. 


Such audit or agreed-upon-procedures engagement shall be ordered within thirty (30) days of the 
close of each fiscal year. Copies shall be filed with the State Auditor and Inspector within six (6) 
months after the close of the fiscal year in accordance with the provisions of Sections 3022 and 
3023 of Title 68 of the Oklahoma Statutes and with the governing body of the municipality. 


C. The municipal income requirements in subsections A and B of this section shall not include 
any grant monies provided to a municipality from any federal, state, or other governmental 
entity. 


Added by Laws 1977, c. 256, § 17-105, eff. July 1, 1978. Amended by Laws 1979, c. 30, § 1, 
emerg. eff. April 6, 1979; Laws 1984, c. 125, § 1, emerg. eff. April 10, 1984; Laws 1987, c. 110, 
§ 1, eff. Nov. 1, 1987; Laws 1991, c. 124, § 2, eff. July 1, 1991; Laws 2005, c. 459, § 1, eff. July 
1, 2005; Laws 2016, c. 211, § 1; Laws 2017, c. 82, § 1. 


 


§11-17-105.1.  Filing of audit or agreed-upon-procedures report - Form. 
 


An auditor shall file with the State Auditor and Inspector, at the same time a certified 
copy of an audit or agreed-upon-procedures report is filed as required in Section 17-105 of this 
title, two copies of a prescribed form setting forth for the fiscal year audited the funds available 
to the municipality and the use of those funds.  The form shall also include information relating 
to the duly constituted authorities of the municipality and shall be on a form approved by the 
State Auditor and Inspector.  Copies of said audit and the form shall be made available for 
public inspection by the municipality and the State Auditor and Inspector.  The State Auditor 
and Inspector may contract for the preparation and reporting of the information submitted on 
the form. 


Added by Laws 1984, c. 125, § 2, emerg. eff. April 10, 1984.  Amended by Laws 2005, c. 459, § 2, 
eff. July 1, 2005; Laws 2018, c. 45, § 1, eff. Nov. 1, 2018. 


 


 


§11-17-106.1.  Independent audit reports relating to federal awards compliance - Form required. 
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Independent auditor's reports relating to federal awards compliance will be in a form consistent 
with the auditors' reports in the most recent audit guide for state and local governments prepared by 
The American Institute of Certified Public Accountants.  State agencies or other pass-through grantors of 
federal awards will not place auditing requirements on a municipality, in addition to the required 
reports and schedules of federal awards expended, without approval of the State Auditor and Inspector. 


Added by Laws 1991, c. 124, § 3, eff. July 1, 1991.  Amended by Laws 2005, c. 459, § 3, eff. July 1, 2005. 


 


§11-17-107.  Failure to file audit or agreed-upon-procedures report. 
 


If a municipality does not file a copy of its audit or agreed-upon-procedures report as provided in 
Section 17-105 of this title, the State Auditor and Inspector shall notify the Oklahoma Tax Commission, 
which shall withhold from the municipality its monthly allocations of gasoline taxes until the audit report 
is filed.  If a report is not filed within two (2) years after the close of the fiscal year, the funds being 
withheld shall be remitted by the Oklahoma Tax Commission to the county in which the incorporated 
city or town is located and deposited to the county highway fund of that county to be used as otherwise 
provided by law. 


Added by Laws 1977, c. 256, § 17-107, eff. July 1, 1978.  Amended by Laws 1979, c. 30, § 2, emerg. eff. 
April 6, 1979; Laws 1993, c. 146, § 2; Laws 2005, c. 459, § 4, eff. July 1, 2005.  


 


2018 Oklahoma Statutes 
Title 74. State Government 
§74-212A. Audits of government entities. 


A. 1. Except as otherwise provided by law, all government entities, as defined by the 
Governmental Accounting Standards Board, shall have an audit conducted in accordance with 
auditing standards generally accepted in the United States of America and Government 
Auditing Standards. Copies of any audit, performance audit, agreed-upon-procedures report, or 
other attestation engagement report produced by a person other than the State Auditor shall 
be filed with the State Auditor and Inspector by that person. The expense of the audit shall be 
paid by the government entity. For fiscal years ending after December 31, 1995, all government 
entities receiving public funds that are included in the reporting entity of the State of Oklahoma 
shall file a copy of the audit required by this paragraph with the Director of the Office of 
Management and Enterprise Services no later than four (4) months after the end of the fiscal 
year of the government entity. For purposes of this paragraph, the reporting entity of the State 
of Oklahoma includes all government entities included in the State of Oklahoma 
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Comprehensive Annual Financial Report. The government entities included in the State of 
Oklahoma reporting entity shall be determined by the Director of the Office of Management 
and Enterprise Services using criteria set by the Governmental Accounting Standards Board. 


2. Any public accountant or certified public accountant filing an audit, performance audit, 
agreed-upon-procedures report or other attestation engagement report with the State Auditor 
and Inspector pursuant to this section shall be required to pay a filing fee of One Hundred 
Dollars ($100.00) for the purposes of processing such reports and ensuring compliance with the 
provisions of this section. Such payments shall be deposited in the State Auditor and Inspector 
Revolving Fund, created pursuant to Section 227.9 of this title. 


B. All registrants, as defined in the Oklahoma Accountancy Act, before entering into audit 
contracts required under this section, shall satisfy the Oklahoma Accountancy Board and the 
State Auditor and Inspector that such registrant meets Government Auditing Standards and has 
a current permit to practice issued by the Oklahoma Accountancy Board. 


The State Auditor and Inspector shall receive annual reports from the Oklahoma Accountancy 
Board of all registrants meeting the requirements of this subsection. The Oklahoma 
Accountancy Board shall provide changes and updates to the annual report to the State Auditor 
and Inspector upon request. 


C. Schedules of federal awards expended will be in a form consistent with the guidance in the 
most recent audit guide for state and local governments prepared by "The American Institute of 
Certified Public Accountants". State agencies or other pass-through grantors of federal awards 
expended will not place reporting requirements on a grantee or sub recipient in addition to the 
required federal compliance reports and schedules of federal awards expended, without 
approval of the State Auditor and Inspector. 


D. All governmental entities shall report grant funds received, administered or used by the 
entity and all grant funds under the direct or indirect control of the governmental entity or any 
of its employees in their employment capacity. A copy of the report shall be filed with the State 
Auditor and Inspector and the Director of the Office of Management and Enterprise Services 
within four (4) months after the end of the fiscal year of the governmental entity. The State 
Auditor and Inspector may audit any funds reported. The cost of the audit shall be paid by the 
governmental entity unless the grant provides for the cost of audits from grant funds. 


 


Source:  http://www.oklegislature.gov/osstatuestitle.html; 
https://law.justia.com/codes/oklahoma/2018/title-11/section-11-17-105/ 


 


 



http://www.oklegislature.gov/osstatuestitle.html

https://law.justia.com/codes/oklahoma/2018/title-11/section-11-17-105/
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 2019 AUDIT REPORT CHECKLIST
Partial Audit: Full Audit:


 1. 6. 11. 1. 6. 11.
 2. 7. 12. 2. 7. 12.


3. 8. 13. 3. 8. 13.
 4. 9. 14. 4. 9. 14.


5. 10. 15. 5. 10. 15.


 


Split contracts?    Yes No X If yes, list contract number/s: _


Contract Period: or X see worksheets:
Audit Period: 7/1/2018 to 6/30/2019 (state only once) Are there ED Paybacks YES NO
Audit Fiscal Year: 2019 If yes, list contract number/s:
Does the Audit report cover all funds listed in computer report, 
"Regardless of Status" YES X NO


1. The auditor's report on Financial Statements and
the followings: The Financial Statements


a) Is "Independent" in title? A Sch. of Federal  Awards: 
b) State audited rather than examined? 1. List individual Fed.Programs by Fed. Agency;
c) State responsibilities auditor assumes, 2. Name of  pass-through entity & identifing number;


performs and assurance. 3. Total  Federal awards expended & CFDA # or other;
d) 3 paragraphs: i) Introductory 4. Notes to describe significant acct policies used on sch.;


minimum ii) Scope 5. Pass-through identify total amt. to subrecipients
iii) Opinion 6. Value of Fed Awards expended in non-cash assist,


e) Stress materiality - not consistency     insurance in effect, & loans outstanding. 
 f ) State other reports issued  (GAS)


Is Independent Auditor's report signed & dated?
Yes No Combine into one report? 


Which Audit  was used by the auditor?
Government Auditing Standards(GAS-1-5/6)
Uniform Grant Guidance, Subpart F 
Audit Requirements .


Government Auditing Standards Uniform Grant Guidance, Subpart F 
The auditor's report: 2. _____The auditor's report: 


in accordance with Government Auditing Standards on Internal Control and Compliance with laws, 


2. on Internal Control regulations, contracts & grants in accordance wiith
3. on Compliance  with laws, regulations, contracts & grants Gov. Aud. Standards
Is the GAS report(s) signed & dated? Is the Internal Control and Compliance report signed & dated?
Yes No Combine into one report? Yes _____No _____Combine into one report ________


3. The auditor's report: 
____ The auditor's report on Internal Control and Compliance


If audit opinion is any other than unqualified, explain: with laws, regulations, contracts & grants
____ requirements applicable to each Major program
____ Opinion issued 
____ Uniform Grant Guidance, Subpart F - Audit Requirements


Page number: Is the Internal Contol & Compliance report signed & dated?
Yes No Combine into one report?


Are there any ODOC? YES NO
Management response received with audit? Yes ____ No ____   If no, date management response received:


                                                                                   If no, was it addressed in Audit Close Letter? 
Page  No. Page No. 


Findings: Non-Material Weaknesses:
Significant Deficiency: Non-Compliance:
Disclosures: Material Weaknesses:


Other:


Prior findings? Yes No
If yes, are comments included?  Yes No Pg #
(Comments from the auditor on the status of corrective action taken on prior findings)


Are there repeat findings?   Yes No Pg #  


Management Letter?     Yes No
If yes, is it included w/ audit?  Yes No Pg # 


If Management Letter not included, what date received? 


Prior audit pulled? YES FY
None in file


Does the audit agree with the close-out package or final expenditure report?
1. Contract # YES NO 23. Contract # YES NO
2. Contract # YES NO 24. Contract # YES NO
3. Contract # YES NO 25. Contract # YES NO
4. Contract # YES NO 26. Contract # YES NO
5. Contract # YES NO 27. Contract # YES NO
6. Contract # YES NO 28. Contract # YES NO
7. Contract # YES NO 29. Contract # YES NO
8. Contract # YES NO 30. Contract # YES NO
9. Contract # YES NO 31. Contract # YES NO


10. Contract # YES NO 32. Contract # YES NO
11. Contract # YES NO 33. Contract # YES NO
12. Contract # YES NO 34. Contract # YES NO
13. Contract # YES NO 35. Contract # YES NO
14. Contract # YES NO 36. Contract # YES NO
15. Contract # YES NO 37. Contract # YES NO
16. Contract # YES NO 38. Contract # YES NO
17. Contract # YES NO 39. Contract # YES NO
18. Contract # YES NO 40. Contract # YES NO
19. Contract # YES NO 41. Contract # YES NO
20. Contract # YES NO 42. Contract # YES NO
21. Contract # YES NO 43. Contract # YES NO
22. Contract # YES NO 44. Contract # YES NO


Is there a fund balance? YES NO


If yes, list contract numbers and return dates. 


Interest earned?  YES NO 


If yes, list contract numbers, amount, and page number: 


     


    


         


    


 


                
 


     


                   


  


    


      


   


 


Contract Number Amount Return Dates


 


Contractor: Contractor Number:
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2019 AGREED-UPON-PROCEDURES CHECKLIST


Partial Audit: Full Audit:
 1. 6. 1. 6.


2. 7. 2. 7.
3. 8. 3. 8.


 4. 9. 4. 9.
5. 10. 5. 10.


 


 Split contracts?    Yes No X If yes, list contract number/s: 


Contract Period: or X see worksheets: Are there ED Paybacks YES NO X
Audit Period: 07-01-2018  to 06-30-2019 (state only once) If yes, list contract number/s:
Audit Fiscal Year: 2019


Does the Audit report cover all funds listed in Computer Report 
4 - "Regardless of Status" Yes No 


Procedures to be performed as established by H.B. No. 1670:
1.  Prepare a schedule of changes in fund balances for each fund.


a.  Determine compliance with the statutory prohibition of creating fund balance deficits.


2.  Prepare a budget and actual finanical schedule for the General fund and any other significant funds, listing
     separately each federal fund.


b.  Determine compliance with the legal level of approprations by comparing expenditures and
    subsequent encumbrances to authorized appropriations.


3.  Agree material bank account balances to bank statements, tracing significant reconciling items to 
     clearance.


4.  Compare uninsured deposits to fair value of pledged collateral


5.  Compare use of material-restricted revenues and resources to their restrictions


6.  Determine compliance with requirements for separate funds


7.  Determine compliance with reserve account and debt service coverage requirements of bond indentures.


8.  Prepare schedule of grant activity


Is Agreed-Upon-Procedure Report signed and dated? Yes No 


Are there any ODOC? YES NO


Management response received with audit? Yes No If no, date management response received? 


                                                                                   If no, was it addressed in Audit Close Letter? 
Page Number/s


Page Number/s Non-Material Weaknesses:
Findings: Non-Compliance:
Significant Deficiency: Material Weaknesses:  
Disclosures: Other:


Prior audit pulled? YES FY
None in file


Does the audit agree with the close-out package or final expenditure report?


1. Contract # YES NO 11. Contract # YES NO
2. Contract # YES NO 12. Contract # YES NO
3. Contract # YES NO 13. Contract # YES NO
4. Contract # YES NO 14. Contract # YES NO
5. Contract # YES NO 15. Contract # YES NO
6. Contract # YES NO 16. Contract # YES NO
7. Contract # YES NO 17. Contract # YES NO
8. Contract # YES NO 18. Contract # YES NO
9. Contract # YES NO 19. Contract # YES NO


10. Contract # YES NO 20. Contract # YES NO


Is there a fund balance? YES NO


Contract No. Amount Page No. Contract No. Amount Page No. 


 
Interest earned? YES NO


Contract No. Amount Page No. Contract No. Amount Page No. 


Are there any Questioned Costs? YES NO


Contract No. Contract No.


Audit Firm
Auditor 
Address
City/State/Zip 


Is the firm on the Oklahoma Accountancy Board list to perform governmental audits?  YES NO
CPA/Firm Number:


Name of designated contact on list:


If PA, confirm license number is greater than 936, indicating licensed on or before 12-31-70 as required by yellow book


Audit reviewed by: Date:


Audit review checked by: Date:


Date audit review worksheet given to Accounting:


(Aa-aup2009.xls-revised 8/27/09 lgs)


Contractor: Contractor Number:


Amount Page No. Amount Page No. 
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 AUDIT REVIEW WORKSHEET
CDBG 14


CONTRACTOR CONTRACT NUMBER


CONTRACT AMOUNT MATCH AMOUNT TOTAL CONTRACT CONTRACT PERIOD
$0.00 $0.00


     
AUDIT PERIOD: PARTIAL 1 PARTIAL 2 PARTIAL 3 PARTIAL 4 PARTIAL 5 PARTIAL 6 PARTIA    
ODOC funds received $0.00 $0.00 $0.00 $0.00 $0.00 $0.00   
(Less) Cash Returned   
Program Income  
Interest Income  
Match Funds  
TOTAL REVENUE: $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  


EXPENDITURES:
1 - Schedule of FFA   
2 - Notes to Fin./Aud ltr/ Monit letter      
3 - Engineering
4 - Inspection
5 - REHAB  Housing Support    
6 - Inventory of Assets   
7 - Analysis
8 - Acquisition & Disposition   
9 - Relocation


10 - Clearance
11 - Community Facility/Sr Cit Center    
12 - Water System  
23 - Sewer System  
24 - Solid Waste  
25 - Streets
26 - Flood & Drainage   
27 - FIRE Protection  
28 - Clearance & Demolition   
29 - ED-Facility constr'n Loans   
30 - ED - Indust'l Rehab Loans     
31 - OTHER
32 - CAPITAL OUTLAY  


 33 - CDBG Project Cost (1-32) $0.00 $0.00 $0.00 $0.00 $0.00 $0.00    
34 - CDBG Admin &/or/Audit cost    
35 - Total CDBG Costs (33-34) $0.00 $0.00 $0.00 $0.00 $0.00 $0.00    
36 - Total Match Funds   
37 - GRAND TOTAL (35-36) $0.00 $0.00 $0.00 $0.00 $0.00 $0.00   


Revenue Over(Under) Expend. $0.00 $0.00 $0.00 $0.00 $0.00 $0.00   


As a partial, the audit (dis)agrees with    Jan-00 expenditure report. Amount to    
MOD # FEDERAL LOCAL TOTAL
TOTAL CONTRACT
TOTAL ACCRUED EXPENDITURE
BALANCE DEOBLIGATED  
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INDEPENDENT AUDITORS’ REPORT 


 


State of Oklahoma 


  Department of Commerce 


 


Report on the Financial Statements 
 


We have audited the accompanying financial statements of the governmental activities and the General 


Fund of the State of Oklahoma Department of Commerce (ODOC), which is a part of the State of 


Oklahoma financial reporting entity, as of and for the years ended June 30, 2019 and 2018, and the related 


notes to the financial statements, which collectively comprise ODOC’s basic financial statements as listed 


in the table of contents. 
 


Management’s Responsibility for the Financial Statements 
 


Management is responsible for the preparation and fair presentation of these financial statements in 


accordance with accounting principles generally accepted in the United States; this includes the design, 


implementation, and maintenance of internal control relevant to the preparation and fair presentation of 


financial statements that are free from material misstatement, whether due to fraud or error. 
 


Auditors’ Responsibility 
 


Our responsibility is to express opinions on these financial statements based on our audits.  We conducted 


our audits in accordance with auditing standards generally accepted in the United States and the standards 


applicable to financial audits contained in Government Auditing Standards, issued by the Comptroller 


General of the United States.  Those standards require that we plan and perform the audit to obtain 


reasonable assurance about whether the financial statements are free from material misstatement. 
 


An audit involves performing procedures to obtain audit evidence about the amounts and disclosures in 


the financial statements.  The procedures selected depend on the auditors’ judgment, including the 


assessment of the risks of material misstatement of the financial statements, whether due to fraud or error.  


In making those risk assessments, the auditors consider internal control relevant to the entity’s preparation 


and fair presentation of the financial statements in order to design audit procedures that are appropriate in 


the circumstances, but not for the purpose of expressing an opinion on the effectiveness of the entity’s 


internal control.  Accordingly, we express no such opinion.  An audit also includes evaluating the 


appropriateness of accounting policies used and the reasonableness of significant accounting estimates 


made by management, as well as evaluating the overall presentation of the financial statements. 
 


We believe that the audit evidence we have obtained is sufficient and appropriate to provide a basis for 


our audit opinions. 
 


(Continued) 
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INDEPENDENT AUDITORS’ REPORT, CONTINUED 
 


Opinions 
 


In our opinion, the financial statements referred to above present fairly, in all material respects, the 


respective financial position of the governmental activities and the General Fund of ODOC, as of 


June 30, 2019 and 2018, and the respective changes in financial position for the years then ended in 


accordance with accounting principles generally accepted in the United States.  
 


Emphasis of Matters 
 


Department-Only Financial Statements 
 


As discussed in Note 1, the financial statements of ODOC are intended to present the financial position 


and the changes in financial position of only that portion of the governmental activities and the General 


Fund of the State of Oklahoma that is attributable to the transactions of ODOC.  They do not purport to, 


and do not, present fairly the financial position of the State of Oklahoma as of June 30, 2019 and 2018, or 


the changes in its financial position for the years then ended in accordance with accounting principles 


generally accepted in the United States.  Our opinions are not modified with respect to this matter. 
 


Office of Inspector General Report 
 


As more fully discussed in Note 15, during 2016 ODOC received a report from the Office of Inspector 


General of the U.S. Department of Housing and Urban Development which questions adequate supporting 


documentation for certain expenditures and obligations related to the Community Development Block 


Grant Disaster Recovery program administered by ODOC.  Our opinions are not modified with respect to 


this matter.  
 


Other Matters 
 


Required Supplementary Information 
 


Accounting principles generally accepted in the United States require that the management’s discussion 


and analysis on pages I-1 through I-8, the budgetary comparison information on pages 58 through 61, and 


the schedule of ODOC’s proportionate share of the net pension liability—Oklahoma Public Employees 


Retirement System, the schedule of ODOC’s contributions—Oklahoma Public Employees Retirement 


System, the schedule of ODOC’s proportionate share of the net OPEB liability—Oklahoma Public 


Employees Health Insurance Subsidy Plan, the schedule of ODOC’s contributions—Oklahoma Public 


Employees Health Insurance Subsidy Plan, and the schedule of ODOC’s changes in total OPEB liability 


and related ratios—Implicit Rate Subsidy of Health Insurance OPEB Liability on pages 63 through 67 be 


presented to supplement the basic financial statements.  Such information, although not a part of the basic 


financial statements, is required by the Governmental Accounting Standards Board, who considers it to 


be an essential part of financial reporting for placing the basic financial statements in an appropriate 


operational, economic, or historical context.  We have applied certain limited procedures to the required 


supplementary information in accordance with auditing standards generally accepted in the United States, 


which consisted of inquiries of management about the methods of preparing the information and 


comparing the information for consistency with management’s responses to our inquiries, the basic 


financial statements, and other knowledge we obtained during our audit of the basic financial statements.  


We do not express an opinion or provide any assurance on the information because the limited procedures 


do not provide us with sufficient evidence to express an opinion or provide any assurance. 
 


(Continued) 
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INDEPENDENT AUDITORS’ REPORT, CONTINUED 


 


Other Matters, Continued 


 


Other Information 


 


Our audit was conducted for the purpose of forming opinions on the financial statements that collectively 


comprise ODOC’s basic financial statements.  The accompanying schedule of expenditures of federal 


awards for the year ended June 30, 2019, is presented for purposes of additional analysis as required by 


Title 2 U.S. Code of Federal Regulations (CFR) Part 200, Uniform Administrative Requirements, Cost 


Principles, and Audit Requirements for Federal Awards, and is not a required part of the basic financial 


statements.  Such information is the responsibility of management and was derived from and relates 


directly to the underlying accounting and other records used to prepare the basic financial statements.  The 


information has been subjected to the auditing procedures applied in the audit of the basic financial 


statements and certain additional procedures, including comparing and reconciling such information 


directly to the underlying accounting and other records used to prepare the basic financial statements or 


to the basic financial statements themselves, and other additional procedures in accordance with auditing 


standards generally accepted in the United States.  In our opinion, the schedule of expenditures of federal 


awards is fairly stated, in all material respects, in relation to the basic financial statements as a whole.  


 


Other Reporting Required by Government Auditing Standards 


 


In accordance with Government Auditing Standards, we have also issued our report dated 


October 21, 2019, on our consideration of ODOC’s internal control over financial reporting and on our 


tests of its compliance with certain provisions of laws, regulations, contracts, and grant agreements and 


other matters.  The purpose of that report is solely to describe the scope of our testing of internal control 


over financial reporting and compliance and the results of that testing, and not to provide an opinion on 


the effectiveness of ODOC’s internal control over financial reporting or on compliance.  That report is an 


integral part of an audit performed in accordance with Government Auditing Standards in considering 


ODOC’s internal control over financial reporting and compliance. 


 


 


 


 


 


Shawnee, Oklahoma 


October 21, 2019 
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MANAGEMENT’S DISCUSSION AND ANALYSIS 


 


 


The discussion and analysis of the State of Oklahoma Department of Commerce’s (ODOC) financial 


performance provides an overview of ODOC’s financial activity for the years ended June 30, 2019 and 


2018.  It should be read in conjunction with the financial statements which begin on page 4. 


 


Discussion of the Basic Financial Statements 


 


The 2019 and 2018 financial statements have been prepared in accordance with Governmental Accounting 


Standards Board Statement No. 34 (GASB 34).  GASB 34 not only provides for the presentation of 


Management’s Discussion and Analysis and other required supplementary information, but also provides 


for the following statements:   


 


Government-Wide Financial Statements: 


 


Statements of Net Position—These are financial statements of ODOC as a whole.  They are 


prepared on the accrual basis of accounting and present all assets, liabilities, and net position for 


ODOC as of June 30, 2019 and 2018. 


 


Statements of Activities—These statements are also prepared on the accrual basis of accounting 


and present the operating results of ODOC for the years ended June 30, 2019 and 2018. 


 


Fund Financial Statements: 


 


Balance Sheets–General Fund—As ODOC has only one fund, the General Fund, these financial 


statements present the balance sheets prepared on a modified accrual basis of accounting.  Certain 


assets and liabilities presented on the statements of net position are not reflected on these 


statements.  There is also a reconciliation prepared on the balance sheets to reconcile the fund 


balance per the General Fund to the government-wide net position. 


 


Statements of Revenues, Expenditures, and Changes in Fund Balances–General Fund—These 


statements are prepared on a modified accrual basis of accounting; consider only the governmental 


funds, i.e., in ODOC’s case, the General Fund; and present operating results on a governmental 


fund basis.  There is also a reconciliation of the statements of revenues, expenditures, and changes 


in fund balances–General Fund to the statements of activities—as the name implies, these 


statements are simply a reconciliation of the net changes in fund balances for governmental funds 


to the changes in net position per the statements of activities. 


 


The government-wide financial statements include all assets and liabilities of ODOC, such as land, 


building, furniture, fixtures, and equipment, capital leases payable, accruals for compensated absences, 


etc.  As such, also included are depreciation and interest expenses, whereas the fund financial statements 


generally include only current assets and payables.  At the fund level, payments on the capital lease 


obligations are reflected as expenditures when paid and no capital assets such as land and building are 


included. 
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Condensed Financial Information 


 


Government-Wide Financial Statements 


 


2019 2018  2017* 


   Assets


Current assets 38,162,787$        48,696,992          52,603,858          


Noncurrent assets 10,310,345          11,073,300          11,892,838          


Total assets 48,473,132          59,770,292          64,496,696          


Deferred outflows of resources related 


  to the pension and OPEB
1,133,816            1,721,280            3,409,765            


   Liabilities


Current liabilities 5,143,209            6,899,976            10,463,291          


Noncurrent liabilities 1,468,021            3,146,806            4,397,922            


Total liabilities 6,611,230            10,046,782          14,861,213          


Deferred inflows of resources:


  OCIA lease restructure 24,571                 49,143                 73,714                 


  Pension plan and OPEB liabilities 561,572               453,344               1,417,880            


Total deferred inflows of resources 586,143               502,487               1,491,594            


Net position 42,409,575$        50,942,303          51,553,654          


__________


Statements of Net Position


June 30,


 
*Not restated for the implementation of GASB 75. 


 


Current assets primarily consist of cash and receivables from grantors.  In addition, as of June 30, 2019 


and 2018, there was approximately $1,397,000 and $4,652,000, respectively, of receivables from 


subgrantees.  This represents amounts that ODOC has advanced to subgrantees but which the subgrantees 


have not expended.  Capital assets primarily consist of land, building, building improvements, furniture, 


fixtures, and equipment.  Also included in noncurrent assets are certain loans which ODOC has made for 


which repayment is expected.  There were deferred outflows of approximately $1,134,000 and $1,721,000 


as of June 30, 2019 and 2018, respectively.  Current liabilities were primarily composed of accounts 


payable and the current portion of capital lease obligations of $402,000 and $388,000 at June 30, 2019 


and 2018, respectively, and the current portion of compensated absences of approximately $446,000 and 


$337,000 at June 30, 2019 and 2018, respectively. There were deferred inflows of approximately 


$586,000 and $502,000 as of June 30, 2019 and 2018, respectively.  Noncurrent liabilities consisted of 


lease obligations, net of the current portion, of $412,000 and $814,000 at June 30, 2019 and 2018, 


respectively, and accrued compensated absences, less the current portion, of approximately $111,000 and 


$202,000 at June 30, 2019 and 2018, respectively. Noncurrent liabilities also included the net pension 


liability and net OPEB liability. 
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Condensed Financial Information, Continued 
 


Government-Wide Financial Statements, Continued 
 


Net position was composed of the net investment in capital assets of approximately $3,517,000 and 


$3,336,000 at June 30, 2019 and 2018, respectively.  Restricted net position totaled approximately 


$32,637,000 and $41,881,000 at June 30, 2019 and 2018, respectively, representing the net position of the 


federal programs administered by ODOC; approximately $14,572,000 restricted for the construction of 


the American Indian Cultural Center and Museum at June 30, 2018; approximately $9,328,000 and 


$975,000, restricted for the Oklahoma Quick Action Closing Fund at June 30, 2019 and 2018, respectively 


and approximately $216,000 restricted for the Aerospace Commerce Economic Services (ACES) program 


at June 30, 2019.  Unrestricted net position was approximately $6,256,000 and $5,725,000 at 


June 30, 2019 and 2018, respectively.  At July 1, 2018, the responsibilities of the Native American 


Cultural and Educational Authority (NACEA) transferred to the Office of Management and Enterprise 


Services (OMES), including all future liabilities and fund balances.  Consequently, unencumbered funds 


totaling approximately $15,000,000 were transferred from ODOC to OMES.  Approximately $292,000 


remained with ODOC to pay FY-2018 encumbrances.  The final remaining balance of $67,661 was 


transferred to OMES in November 2018. 


 


A significant portion of the statements of activities is represented by state appropriations.  For the years 


ended June 30, 2019 and 2018, approximately $34,519,000 and $30,062,000, respectively, was transferred 


to ODOC from State of Oklahoma appropriated revenues.  Grant programs as of June 30, 2019 and 2018, 


accounted for approximately $38,631,000 and $49,213,000, respectively, of expenses and approximately 


$35,041,000 and $45,909,000, respectively, of revenues. 


 


Analysis of the Government’s Overall Financial Position and Results of Operations 
 


At June 30, 2019 and 2018, the statements of net position reflect assets in excess of liabilities of 


approximately $42,409,000 and $50,942,000, respectively; approximately $23,093,000 and $26,333,000, 


respectively, of net position was restricted for grant operations.  For the years ended June 30, 2019 and 


2018, the statements of activities reflect a change in net position of approximately $(8,533,000) and 


$(203,000), respectively.   


 


Analysis of Balances and Transactions of Individual Funds 
 


As noted previously, ODOC, for reporting purposes, has one fund and that is the General Fund.  Included 


in the fund balance of the General Fund are the remaining assets of federal programs which are reflected 


as restricted. 
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Condensed Financial Information, Continued 


 


Fund Financial Statements 


 


 2019  2018  2017 


Cash, including short-term investments 34,347,611$        40,797,019          38,385,720          


Subgrantee advances 1,397,046            4,652,418            8,255,872            


Grants receivable 2,322,672            3,186,883            5,710,881            


Accounts receivable 95,458                 60,672                 251,385               


Total assets 38,162,787$        48,696,992          52,603,858          


Accounts payable 4,295,050$          6,174,674            9,720,462            


Fund balances 33,867,737          42,522,318          42,883,396          


Total liabilities, deferred inflows


  of resources, and fund balances
38,162,787$        48,696,992          52,603,858          


June 30,


Balance Sheets


 


 2019  2018  2017 


Revenues and other sources:


  State appropriations 34,518,833$        30,061,882          31,918,960          


  Federal grant revenues 32,340,315          42,750,093          62,390,007          


  In-kind revenues (match) 2,488,969            2,631,779            2,394,868            


  Other 1,397,968            5,800,170            16,717,034          


Total revenues and other sources 70,746,085          81,243,924          113,420,869        


Expenditures:


  Subgrantee expenditures 48,595,697          58,471,763          85,706,320          


  Salaries, wages, and benefits 8,203,486            7,961,125            7,830,255            


  In-kind expenditures (match) 2,488,969            2,631,779            2,394,868            


  Other 20,112,514          12,540,335          12,480,804          


Total expenditures 79,400,666          81,605,002          108,412,247        


Net (decrease) increase in 


  fund balance
(8,654,581)$         (361,078)              5,008,622            


Statements of Revenues, Expenditures, and


Changes in Fund Balance


Year Ended June 30,
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Condensed Financial Information, Continued 
 


Fund Financial Statements, Continued 


 


Grants receivable represents amounts due from federal grants for expenditures made as of June 30, 2019 


and 2018.  Cash includes federal grant monies held at June 30, 2019 and 2018, of $15,716,703 and 


$15,156,643, respectively.  The fund balance at June 30, 2019 and 2018, included $17,113,749 and 


$19,798,297, respectively, reserved for the grant programs administered by ODOC and $9,327,868 and 


$975,049, respectively, reserved for the Oklahoma Quick Action Closing Fund.  The fund balance also 


included $216,098 reserved for the ACES program at June 30, 2019. 


 


Analysis of Significant Variations Between Budget Amounts for the General Fund 


 


The largest significant variances in the budgets are in the areas of grant revenues and subgrantee 


expenditures.  For the years ended June 30, 2019 and 2018, it was anticipated that ODOC would receive 


approximately $49,204,000 and $63,160,000, respectively, in grant revenues and expend approximately 


$61,556,000 and $76,199,000, respectively, in subgrantee expenditures.  For the years ended 


June 30, 2019 and 2018, grant revenue was overestimated by approximately $16,096,000 and 


$19,275,000, respectively, while subgrantee expenditures were overestimated by approximately 


$12,960,000 and $17,727,000, respectively.  The variance for the years ended June 30, 2019 and 2018, 


was due to an overestimate of anticipated Community Development Block Grant Disaster Recovery 


(CDBGDR) expenditures. Other large variances in the budget were contractual and professional 


expenditures, for which actual expenditures were approximately $886,000 more than budgeted for the 


year ended June 30, 2019, and $2,485,000 more than budgeted for the year ended June 30, 2018; salaries, 


wages, and benefits, for which actual expenditures were approximately $1,325,000 less than budgeted for 


the year ended June 30, 2019, and $1,117,000 more than budgeted for the year ended June 30, 2018; and 


miscellaneous administrative expenses, for which actual expenditures were approximately $11,342,000 


and $14,315,000 less than budgeted, for the years ended June 30, 2019 and 2018, respectively.  The 


majority of the variance in contractual and professional expenditures for the year ended June 30, 2019, 


was in large part due to auditing services for the CDBGDR Grant, unanticipated partnerships for the ACES 


program, and budgeted state pass-through being coded in the budget as pass-through instead of contractual 


expenditures.  The salaries, wages, and benefits variance was due to FY-2018 carryover funds budgeted 


as salaries, wages, and benefits in order to expend the carryover prior to the statutory lapse date. The 


miscellaneous administrative expenses variance for the year ended June 30, 2019, was due to budgeting 


$9,925,049 in the Quick Action Closing fund and only expending $1,000,000 in FY-2019 due to slower 


than anticipated execution of contracts.  The miscellaneous administrative expenses variance for the year 


ended June 30, 2018, was largely due to $12,000,000 budgeted by NACEA in anticipation of resuming 


construction of the American Indian Cultural Center and Museum.  As of June 30, 2018, no additional 


construction had taken place.  Effective July 1, 2018, responsibility for NACEA was transferred to OMES.   
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Description of Significant Capital Asset and Long-Term Debt Activity 


 


As of June 30, 2019 and 2018, long-term debt of ODOC consisted of capital lease obligations and 


compensated absences.  At June 30, 2019 and 2018, the principal amount of the capital lease obligations 


was $814,000 and $1,202,000, respectively.  During the years ended June 30, 2019 and 2018, principal 


payments of $388,000 and $374,000, respectively, were made on the debt. 


 


Compensated absences totaled $557,480 and $539,351 at June 30, 2019 and 2018, respectively.  The 


allocation of the portion considered long-term is as follows: 


 


 2019  2018  2017 


Total compensated absences 557,480$             539,351               607,243               


Portion considered short-term (446,159)              (337,302)              (368,829)             


Long-term portion 111,321$             202,049               238,414               


 
 


During the years ended June 30, 2019 and 2018, ODOC recorded approximately $207,000 and $212,000, 


respectively, of depreciation. There were no capital asset additions for the year ended June 30, 2019 or 


2018.  ODOC had no large amounts of infrastructure assets, and capital assets are depreciated on the 


half-year, straight-line basis. 


 


Description of Currently Known Facts, Decisions, or Conditions that are Expected to Have a 


  Significant Effect on the Financial Position or Results of Operations 
 


On July 21, 2019, OMES approved ODOC’s budget for the fiscal year July 1, 2019, to June 30, 2020.  


Overall, the total budgeted operating expenditures increased $2,037,285 for FY-2020 and decreased 


$28,684,549 for FY-2019.  The change in anticipated expenditures, reflected by funding source, is as 


follows: 


 


Funding Source
2020 Budget 


Compared to 2019


2019 Budget 


Compared to 2018


2018 Budget 


Compared to 2017


State-appropriated (including appropriation


  budgeted in revolving funds and Special


  Cash and REAP funds)


10,206,102$         (429,177)               655,011                


Revolving funds (excluding appropriation


  budgeted in revolving funds)
(193,321)               (12,100,006)          (13,508,679)          


Federal and other (7,975,496)            (16,155,366)          (3,642,558)            


Total budget change 2,037,285$           (28,684,549)          (16,496,226)          
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Description of Currently Known Facts, Decisions, or Conditions that are Expected to Have a 


  Significant Effect on the Financial Position or Results of Operations, Continued 


 


ODOC is anticipating $48,310,385 in state-appropriated funding for FY-2020, compared to $38,104,283 


in FY-2019.  The $10,206,102 increase in the “state-appropriated” category for the year ending 


June 30, 2020, is due primarily to the following:   
 


• Budgeted appropriations for operating costs, increased by $2,486,462 in FY-2020—from 


$15,392,016 in FY-2019 to $17,878,478 in FY-2020.  Appropriation increases for the ACES 


program, Automotive program, and the Rural Business and Resource Center in Seminole 


contributed to the majority of the increase. 
 


• Carryover of appropriated funds increased by $651,352 in FY-2020—from $2,653,738 in 


FY-2019 to $3,305,090 in FY-2020.  The second carryover revision was not posted until late 


September. 
 


• The Rural Economic Action Plan (REAP) Fund increased by $3,000,000 in FY-2020—from 


$10,133,480 in FY-2019 to $13,133,480 in FY-2020.  There was an increase of $2,993,337 in 


the appropriation in FY-2020 and there will be a carryover amount in FY-2019 to FY-2020 of 


$6,663 due to a returned FY-2017 revenue failure that was not expended in FY-2019. 
 


• The Quick Action Closing Fund increased by $4,074,951 in FY-2020—from $9,925,049 in 


FY-2019 to $14,000,000 in FY-2020.  New funds of $14,000,000 were appropriated in 


FY-2020.  


 


ODOC is anticipating $1,401,225 in revolving fund operating expenditures for FY-2020, compared to 


$1,594,546 for FY-2019.  The $193,321 decrease in the “Revolving Funds” category for the year ending 


June 30, 2020, is due primarily to the following: 


 


• The ODOC Non-Appropriated Fund decreased by $358,572 in FY-2020—from $664,741 in 


FY-2019 to $306,169 in FY-2020.  The EDA grant ended in FY-2019. 


 


• The Oklahoma Main Street Program Revolving Fund decreased by $8,793 in FY-2020—from 


$10,750 in FY-2019 to $1,957 in FY-2020.   


 


• The Indirect Cost Fund increased by $174,044 in FY-2020—from $919,055 in FY-2019 to 


$1,093,099 in FY-2020.   


 


ODOC is anticipating $39,373,794 in federally funded operating expenditures for FY-2020, compared to 


$47,349,290 in FY-2019.  The $7,975,496 decrease in the “Federal and Other” category for the year 


ending June 30, 2020, is due primarily to the following:  


 


• The federal pass-through and other budget including payroll decreased by $7,975,496 in 


FY-2020—from $47,349,290 in FY-2019 to $39,373,794 in FY-2020.  The decrease in federal 


funds is due to a decrease in anticipated expenditures for the CDBGDR program as the program 


draws to a close. 
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Description of Currently Known Facts, Decisions, or Conditions that are Expected to Have a 


  Significant Effect on the Financial Position or Results of Operations, Continued 


 


During FY-2018, the State began to see an increase in gross receipts to the State General Revenue Fund.  


Throughout the fiscal year, receipts exceeded the prior year gross collections as the state’s economy grew.  


The additional revenue allowed for a $5,637,515 increase in ODOC’s FY-2019 state appropriation.  The 


increased appropriation was primarily designated for state employee pay raises, the REAP, and the Quick 


Action Closing Fund.  The Legislature also created the ACES Program, which was funded using $445,000 


of the increase.  An additional appropriation of $5,000,000 was made to the Quick Action Closing Fund 


in March 2019. 


 


During FY-2014, ODOC received $10.6 million in CDBGDR funds to address immediate unmet housing 


and economic revitalization needs in areas severely impacted by the tornadoes and floods of 


May 18 through June 2, 2013.  The first tranche of $4,246,016 was made available in April 2014, with 


future incremental funding to be made available as funds are obligated by ODOC through Action Plan 


amendments submitted to the U.S. Department of Housing and Urban Development (HUD).  On 


June 3, 2014, ODOC received notice of an additional $83.1 million in CDBGDR funds to assist with the 


previous disaster declaration as well as additional declarations from 2011 through 2013.  As of 


June 30, 2018, ODOC had received HUD approval for Action Plan amendments totaling $93,700,000. 


 


During FY-2016, the HUD Office of Inspector General (OIG) conducted an audit of the CDBGDR grant 


for the period of May 18, 2013, through December 31, 2015.  The final audit report was released 


September 30, 2016, and contained a finding and several recommendations relating to the obligation and 


expenditure of the CDBGDR funds.  HUD subsequently performed a monitoring visit during FY-2017 as 


required by the program and to better evaluate the OIG finding.  The monitoring report, which was issued 


April 13, 2017, contained eight findings.  HUD performed a second monitoring visit in May 2018.  Six of 


the eight original findings were closed; however, the monitoring resulted in four new findings and one 


concern.  ODOC prepared a response to the findings in October 2018.  Following ODOC’s response, one 


finding was closed.  HUD performed a third monitoring visit in September 2019.  At this time, ODOC has 


not received a final report resulting from this monitoring.  As such, no estimate of questioned costs can 


be made at this time. 


 


In July 2019, the Governor announced that the Oklahoma Office of Workforce Development (OOWD) 


will transition from Oklahoma State University-Oklahoma City to ODOC.  The OOWD is primarily 


responsible for the administration of the U.S. Department of Labor (DOL) Workforce Innovation and 


Opportunity Act (WIOA) program.  The effective date of the transition is expected to be January 1, 2020.  


At that date, all OOWD employees will transition to ODOC along with all current DOL grants 


administered by OOWD.  The total balance of funds to be transferred to ODOC has not been determined 


at this time. 


 


Request for Information 


 


This financial report is designed to provide a general overview of ODOC’s finances for those people who 


have an interest.  Any questions concerning any of the information provided in this report or requests for 


additional information should be addressed to the Chief Financial Officer, Oklahoma Department of 


Commerce, 900 North Stiles Avenue, Oklahoma City, OK  73104. 
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June 30, 2019 2018


   Assets


Current assets:


  Cash, including short-term investments 34,347,611$      40,797,019        


  Subgrantee advances 1,397,046          4,652,418          


  Grants receivable 2,322,672          3,186,883          
  Accounts receivable 95,458               60,672               


Total current assets 38,162,787        48,696,992        


Noncurrent assets:


  Loans receivable 5,979,383          6,535,050          


  Capital assets:   


    Nondepreciable—land 70,000               70,000               


    Depreciable, net of accumulated depreciation 4,260,962          4,468,250          


Capital assets, net 4,330,962          4,538,250          


Total noncurrent assets 10,310,345        11,073,300        


Total assets 48,473,132        59,770,292        


   Deferred Outflows of Resources


Deferred amounts related to the pension and OPEB 1,133,816          1,721,280          


   Liabilities


Current liabilities:


  Accounts payable 4,295,050          6,174,674          


  Capital lease obligations—current portion 402,000             388,000             


  Compensated absences—current portion 446,159             337,302             


Total current liabilities 5,143,209          6,899,976          


Noncurrent liabilities:


  Capital lease obligations—less current portion 412,000             814,000             


  Compensated absences—less current portion 111,321             202,049             


  Net pension liability—amount due in more than 1 year 610,141             1,711,428          


  Net OPEB liability—amount due in more than 1 year 334,559             419,329             


Total noncurrent liabilities 1,468,021          3,146,806          


Total liabilities 6,611,230          10,046,782        


   Deferred Inflows of Resources


Deferred gain on OCIA lease restructure 24,571               49,143               
Deferred amounts related to the pension and OPEB 561,572             453,344             


Total deferred inflows of resources 586,143             502,487             


(Continued)


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


STATEMENTS OF NET POSITION
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June 30, 2019 2018


   Net Position


Net investment in capital assets 3,516,962          3,336,250          


Restricted—AICCM completion revolving fund -                        14,572,192        


Restricted—grant programs 23,093,132        26,333,347        


Restricted—Oklahoma Quick Action Closing Fund 9,327,868          975,049             


Restricted—ACES 216,098             -                        
Unrestricted 6,255,515          5,725,465          


Total net position 42,409,575$      50,942,303        


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


STATEMENTS OF NET POSITION, CONTINUED
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Expense


Charges for


Services


Operating


Grants and


Contributions


Net


(Expense)


Revenue


Government activities:


  General government:


    Operations (40,583,385)$    521,872           -                      (40,061,513)      


    Interest expense (37,617)             -                      -                      (37,617)             


Total general government (40,621,002)      521,872           -                      (40,099,130)      


  Grant programs (38,631,275)      -                      35,041,178      (3,590,097)        


Total government activities (79,252,277)$    521,872           35,041,178      (43,689,227)      


General revenues:


  State appropriations 34,518,833        


  Investment income 349,881             


  Other 287,785             


Total general revenues 35,156,499        


Change in net position (8,532,728)        


50,942,303        


Net position, end of year 42,409,575$      


Net position, beginning of year


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


STATEMENTS OF ACTIVITIES


Year Ended June 30, 2019


Revenue
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Expense


Charges for


Services


Operating


Grants and


Contributions


Net


(Expense)


Revenue


Government activities:


  General government:


    Operations (32,098,033)$    523,550           -                      (31,574,483)      


    Interest expense (50,286)             -                      -                      (50,286)             


Total general government (32,148,319)      523,550           -                      (31,624,769)      


  Grant programs (49,212,748)      -                      45,909,217      (3,303,531)        


Total government activities (81,361,067)$    523,550           45,909,217      (34,928,300)      


General revenues:


  State appropriations 30,061,882        


  Investment income 243,454             


  Other 4,419,690          


Total general revenues 34,725,026        


Change in net position (203,274)           


51,145,577        


Net position, end of year 50,942,303$      


Year Ended June 30, 2018


Revenue


Net position, beginning of year, restated (see Note 1)


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


STATEMENTS OF ACTIVITIES, CONTINUED
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June 30, 2019 2018


   Assets


Cash, including short-term investments 34,347,611$      40,797,019        


Subgrantee advances 1,397,046          4,652,418          


Grants receivable 2,322,672          3,186,883          
Accounts receivable 95,458               60,672               


Total assets 38,162,787$      48,696,992        


   Liabilities and Fund Balances


Liabilities:


  Accounts payable 4,295,050$        6,174,674          


Total liabilities 4,295,050          6,174,674          


Fund balances:


  Restricted 26,664,378        35,999,974        


  Assigned 732,319             389,164             
  Unassigned 6,471,040          6,133,180          


Total fund balances 33,867,737        42,522,318        


Total liabilities and fund balances 38,162,787$      48,696,992        


(Continued)


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


BALANCE SHEETS—GENERAL FUND
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June 30, 2019 2018


   Reconciliation of Fund Balances to Net Position


Total fund balances from above 33,867,737$      42,522,318        


Amounts reported in the statements of net position


  are different because:


    Capital assets and certain loans used in governmental


      activities are not financial resources and therefore not


      reported in the fund:      


        Capital assets, net of accumulated depreciation of


          $3,691,296 and $3,484,008 at June 30, 2019


          and 2018, respectively 4,330,962          4,538,250          


        Loans receivable 5,979,383          6,535,050          


    Deferred outflows related to the pension and OPEB


      are not financial resources and therefore are not reported 


      in the funds 1,133,816          1,721,280          


    Certain liabilities are not due and payable in the current


      period and therefore not reported in the fund:


        Accrued compensated absences (557,480)           (539,351)           


        Capital lease obligations (814,000)           (1,202,000)        


        Net pension liability (610,141)           (1,711,428)        


        Net OPEB liability (334,559)           (419,329)           


    Deferred inflows related to the OCIA lease restructure are 


      not due and payable in the current period and therefore are


      not reported in the fund    (24,571)             (49,143)             


    Deferred inflows related to the pension and OPEB are


      not due and payable in the current period and therefore 


      are not reported in the fund    (561,572)           (453,344)           


Net position, per the statements of net position 42,409,575$      50,942,303        


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


BALANCE SHEETS—GENERAL FUND, CONTINUED
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Years Ended June 30, 2019 2018


Revenues:


  Federal grant revenues 32,340,315$      42,750,093        


  Program income 767,561             1,135,146          


  Interest 349,881             243,454             


  Other 280,526             4,421,570          


  In-kind revenues (match) 2,488,969          2,631,779          


Total revenues 36,227,252        51,182,042        


Expenditures:


  Subgrantee expenditures 48,595,697        58,471,763        


  Salaries, wages, and benefits 8,203,486          7,961,125          


  Professional 616,088             (163,700)           


  Travel 523,192             395,386             


  Debt service:


    Principal 399,267             385,251             


    Interest 26,350               39,035               


  Space rental 14,642               11,332               


  Equipment rental 31,480               51,957               


  Supplies 47,286               39,095               


  Equipment 20,061               25,019               


  Maintenance 151,003             221,414             


  Telephone 85,433               83,697               


  Postage and freight 9,674                 14,595               


  Advertising 140,347             141,225             


  Printing 12,906               13,616               


  Contractual 2,025,837          3,830,287          


  Funds returned to grantor 15,491,291        1,797                 


  Other 293,729             527,146             


  NACEA expenditures 223,928             6,923,183          


  In-kind expenditures (match) 2,488,969          2,631,779          


Total expenditures 79,400,666        81,605,002        


Deficiency of revenues over expenditures (43,173,414)      (30,422,960)      


Other funding sources:


  State appropriations 34,518,833        30,061,882        


Net changes in fund balances (8,654,581)        (361,078)           


Beginning fund balances 42,522,318        42,883,396        


Ending fund balances 33,867,737$      42,522,318        


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


STATEMENTS OF REVENUES, EXPENDITURES, AND


  CHANGES IN FUND BALANCES—GENERAL FUND
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Years Ended June 30, 2019 2018


Net changes in fund balances—General Fund (8,654,581)$      (361,078)           


Amounts reported for governmental activities in the


  statements of activities are different because:


    Governmental funds report capital outlays as expenditures 


      while government-wide activities report depreciation expense 


      to allocate those expenditures over the lives of the assets:


        Depreciation expense (207,288)           (211,736)           


(207,288)           (211,736)           


    Repayment of debt principal is an expenditure in the


      governmental funds, but the repayment reduces


      long-term liabilities on the statements of net position:


        Capital lease obligation principal payments 388,000             374,000             


    Repayment of certain loans is revenue in the governmental


      funds, but the repayment reduces long-term assets (loans)


      on the statements of net position:


        Loan principal repayments (555,667)           (607,801)           


    Some expenses reported in the statements of activities do not


      require the use of current financial resources and therefore


      are not reported as expenditures in governmental funds:


        Accrued compensated absences (18,129)             67,892               


        Amortization of deferred gain on OCIA lease restructure 24,571               24,571               


    Deferred outflows related to the pension and OPEB benefits


      are not financial resources and therefore are not reported


      in the General Fund


490,366             510,878             


Changes in net position, per the statements of activities (8,532,728)$      (203,274)           


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


RECONCILIATION OF THE STATEMENTS OF REVENUES, EXPENDITURES, AND


  CHANGES IN FUND BALANCES—GENERAL FUND  TO 


  THE STATEMENTS OF ACTIVITIES
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 


 


The State of Oklahoma Department of Commerce (ODOC) complies with accounting principles 


generally accepted in the United States.  Accounting principles generally accepted in the 


United States include all relevant Governmental Accounting Standards Board (GASB) 


pronouncements.  The accounting and reporting framework and the more significant accounting 


policies are discussed in subsequent sections of this note.   


 


Reporting Entity 


 


ODOC was created on July 1, 1986, under the provisions of the State of Oklahoma House Bill 1944.  


This legislation joined two state agencies, the Department of Economic and Community Affairs and 


the Office of the Governor—Department of Economic Development, with several other smaller 


entities to become the State of Oklahoma Department of Commerce. 


 


ODOC, as an agency of the State of Oklahoma, receives appropriations from state funds, in addition 


to administrating various federal programs.  ODOC passes certain federal and state funds through to 


qualifying participants.  The financial statements include revenues and expenditures for all funds 


administered by ODOC. 


 


The financial statements include only the activities of ODOC and are intended to present the financial 


position and the changes in financial position of only that portion of the governmental activities and 


the General Fund of the State of Oklahoma that is attributable to the transactions of ODOC.  In 


addition, certain activities of the Native American Cultural and Educational Authority (NACEA), as 


discussed in Note 13, are included, as they are administered by ODOC on behalf of NACEA.  


Effective July 1, 2018, the administration of the activities of the NACEA were reassigned to the State 


of Oklahoma’s Office of Management & Enterprise Services (OMES). 


 


As a state agency, ODOC’s insurance is provided through a risk pool of state agencies.  For the years 


ended June 30, 2019 and 2018, the premiums paid for this coverage were approximately $12,000 and 


$13,000, respectively. 


 


ODOC’s financial statements are included in the statewide financial statements of the State of 


Oklahoma. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 


 


Basis of Presentation  


 


Government-Wide Financial Statements 


 


The statements of net position and the statements of activities display information about ODOC as a 


whole.  ODOC’s activities are all governmental in nature and generally are financed primarily 


through state appropriations and other nonexchange revenues (grants).  ODOC has no business-type 


activities as defined by GASB Statement No. 34, Basic Financial Statements—and Management's 


Discussion and Analysis—for State and Local Governments. 


 


Fund Financial Statements 


 


Fund financial statements are normally organized into funds, each of which is considered to be a 


separate accounting entity.  A fund is accounted for by providing a separate set of self-balancing 


accounts which constitute its assets, liabilities, fund equity, revenues, and expenditures/expenses. 


 


For the financial statement presentation, ODOC has only one fund, and that is the General Fund.  All 


grant revenues and expenditures are accounted for in the General Fund, with net position and fund 


balances restricted. 


 


ODOC has only governmental-type funds and no proprietary or fiduciary funds. 


 


Measurement Focus and Basis of Accounting 


 


Measurement focus is a term used to describe “which” transactions are recorded within the various 


financial statements.  Basis of accounting refers to “when” transactions are recorded, regardless of 


the measurement focus applied. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 


 


Measurement Focus and Basis of Accounting, Continued 


 


Measurement Focus 


 


On the government-wide statements of net position and the statements of activities, ODOC’s 


activities are presented using the economic resources measurement focus as defined in item a below. 


 


In the fund financial statements, the “current financial resources” measurement focus is used as 


defined in item b below. 


 


 a. The statements of net position and the statements of activities utilize an “economic 


resources” measurement focus.  The accounting objectives of this measurement focus are 


the determination of changes in net positions and financial positions.  All assets and 


liabilities (whether current or noncurrent) associated with their activities are reported. 


 


 b. The General Fund utilizes a “current financial resources” measurement focus.  Only current 


financial assets and liabilities are generally included on the balance sheets.  The operating 


statements present sources and uses of available spendable financial resources during a 


given period.  The fund uses fund balances as the measure of available spendable financial 


resources at the end of the period. 


 


Basis of Accounting 


 


In the government-wide statements of net position and statements of activities, ODOC’s activities are 


presented using the accrual basis of accounting.  Under the accrual basis of accounting, revenues are 


recognized when earned and expenses are recorded when the liability is incurred or the economic 


assets are used.  Revenues, expenses, gains, losses, assets, and liabilities resulting from exchange and 


exchange-like transactions are recognized when the exchanges take place. 


 


In the fund financial statements, the General Fund is presented on the modified accrual basis of 


accounting.  Under the modified accrual basis of accounting, revenues are recognized when 


“measurable and available.”  Measurable means knowing or being able to reasonably estimate the 


amount.  Available means collectible within the current period or soon enough thereafter to pay 


current liabilities; ODOC considers 90 days as the timeframe for collectible.  Expenditures (including 


capital outlay) are recorded when the related fund liability is incurred, except for principal and interest 


which are reported when due. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 


 


Fund Accounting 
 


The General Fund is the operating fund of ODOC.  It is used to account for all activities.  Included 


in the General Fund are various grant revenues and expenditures.  The grant monies are considered 


restricted.  Because the operations of the federal and state programs are so significant to ODOC, a 


summary of the objectives of the more significant federal and state programs administered by ODOC 


is as follows: 
 


  Community Development Block Grant/States Program (CDBG)—The objective of CDBG is 


the development of viable urban communities, decent housing and a suitable living 


environment, and expanded economic opportunities to be achieved through the undertaking 


of eligible activities that fulfill one or more of three broad national objectives:  (1) benefiting 


low-and moderate-income individuals, (2) aiding in the prevention or elimination of slums 


or blight, and (3) meeting other communities’ development needs having a particular urgency 


because existing conditions pose a serious and immediate threat to health or welfare of the 


community and other financial resources are not available to meet such needs. 
 


  CDBG ED Recovery and CD Recovery—These are funds received by ODOC in repayment 


of various financial assistance agreements which were initially funded by the CDBG 


program.  These funds are designated to be used in the same manner and under the same 


conditions as the CDBG program funds. 
 


The outstanding balances of loans made to municipal authorities and cities for the funding 


of projects to provide for jobs to low-income individuals and to assist communities with 


community development projects under this program are not reflected in the financial 


statements.  Due to the nature of the loans, the ultimate collection of the full amount of the 


loans cannot be determined.  Therefore, in accordance with accounting principles generally 


accepted in the United States, the loan repayments are treated as revenue when cash payments 


are received.  Such repayments are included as program income. 
 


Since the inception of the program, loans of approximately $57,574,000 have been funded 


through June 30, 2019, with approximately $16,780,000 and $17,613,000 outstanding at 


June 30, 2019 and 2018, respectively.  During the years ended June 30, 2019 and 2018, 


collection of principal and interest on loans amounted to approximately $833,000 and 


$986,000, respectively.  Cumulative collections of principal and interest since the inception 


of the program approximated $40,794,000 and $39,961,000 as of June 30, 2019 and 2018, 


respectively.  Loans of approximately $21,600 were deemed as uncollectible and written-off 


during the year ended June 30, 2019.  Loans of approximately $500 previously written-off 


were recovered during each of the years ended June 30, 2019 and 2018.  Cumulative loans 


charged-off since the inception of the program approximated $13,756,000 and $13,735,000 


as of June 30, 2019 and 2018, respectively. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 


 


Fund Accounting, Continued 
 


  Other Loan Programs—ODOC has other loan activities funded through the oil overcharge 


programs and the SEPRF as noted below.  The other loan programs are expected to be 


collected and for the purpose of government-wide financial statements are included as assets. 
 


A summary of the loans by program funded at June 30 is as follows: 
 


Program  2019  2018 


SEPRF* 5,070,375$          5,576,107            


EIRLF 908,541               958,476               


Stripper Well 467                      467                      


5,979,383$          6,535,050            
________  


* The State Energy Program Revolving Loan Fund (SEPRF) is funded through the 


American Recovery and Reinvestment Act of 2009.  The program is to provide loans 


for eligible energy activities. 
 


  Weatherization Assistance Program for Low-Income Persons (“Weatherization”)—The 


objective of Weatherization is to conserve energy and reduce the impact of rising costs on 


low-income persons, particularly the elderly and handicapped, through the installation of 


energy-conserving measures in their dwellings.   
 


  Community Services Block Grant (CSBG)—The objective of CSBG programs is to provide 


funds to states for community-based programs that assist in removing the causes and 


consequences of poverty. 
 


  Emergency Solutions Grant (ESG)—These funds are used to engage homeless individuals 


and families living on the street; improve the number and quality of emergency shelters for 


homeless individuals and families; help operate these shelters; provide essential services to 


shelter residents; rapidly re-house homeless individuals and families; and prevent 


families/individuals from being homeless. 
 


  Stripper Well and Oil Overcharge—These funds are used for energy-related purposes as 


authorized by the U.S. Department of Energy. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 
 


Fund Accounting, Continued 
 


 Community Development Block Grant Disaster Recovery (CDBG-DR) —The objective of 


these funds is to support long-term disaster recovery efforts in eligible designated disaster 


areas with demonstrated “unmet need.”  Outside of requirements specifically related to the 


geographic areas where funds must be expended, CDBG-DR expenditures have the same 


national objectives as CDBG program funds.   
 


CDBG-DR funds were distributed in two allocations from the U.S. Department of Housing 


and Urban Development.  The first allocation of $10,600,000 may only be expended in areas 


of Oklahoma directly impacted by the tornadoes of May 18 through June 2, 2013. Of the 


$10,600,000 allocation, 30.4% must be expended in Cleveland County.  
 


ODOC received notice of a second allocation of $83,100,000 on June 3, 2014.  The second 


allocation may only be expended in areas of Oklahoma designated as Presidentially Declared 


Disaster areas between 2011 and 2013.  A minimum of $41,200,000 must be expended in 


Cleveland and Creek Counties. 
 


 Quick Action Closing Fund—The Quick Action Closing Fund was established by the 


Oklahoma Legislature, with the objectives being the creation of new jobs which offer a basic 


health benefit plan; the maintenance of existing jobs which are at risk for termination; 


investment in real property, plant, or equipment; or improvements in ad valorem, income, or 


sales and use taxes.  ODOC received $9,000,000 in state appropriations for the Quick Action 


Closing Fund during the year ended June 30, 2019.  ODOC expended $850,000 and 


$1,850,000 during the years ended June 30, 2019 and 2018, respectively.  At June 30, 2019 


and 2018, $9,327,868 and $975,049, respectively, of funds were available for expenditure for 


the Quick Action Closing Fund. 
 


 Rural Economic Action Plan (REAP) Fund—The REAP Fund is a continuing fund 


established by the Oklahoma Legislature for rural cities and towns that do not exceed 


7,000 persons.  The purposes of the funds were established for, but not limited to, water 


quality projects, solid waste disposal, sanitary sewer construction or improvement projects, 


road or street construction, fire protection services, expenditures designed to increase 


employment, construction or improvement of telecommunication facilities or systems, and 


improvement of municipal energy distribution systems, community buildings, courthouses, 


town halls, senior nutrition centers, meeting rooms, or similar public facilities. ODOC 


received approximately $10,127,000 and $9,194,000 in state appropriations for the REAP 


Fund during the years ended June 30, 2019 and 2018, respectively.  ODOC expended 


approximately $11,506,000 and $9,188,000 during the years ended June 30, 2019 and 2018, 


respectively, which is reflected as subgrantee expenditures in the statements of revenues, 


expenditures, and changes in fund balances—General Fund.  There were approximately 


$6,700 of funds available for expenditure for the REAP Fund as of June 30, 2019 and 2018.  
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 
 


Program Income 
 


Program income represents repayments on the various loan programs and other income earned by 


subgrantees from the federal financial assistance provided. 


 


Subgrantee Advances 
 


ODOC does not reflect subgrantee payments as expenditures until the subgrantee reports them as 


expenditures and, as such, payments made to subgrantees which have not been reported as 


expenditures are reflected as subgrantee advances.  Such amounts are subject to be refunded to ODOC 


if not expended or if expended improperly. 


 


Subgrantee Expenditures 
 


ODOC recognizes subgrantee expenditures when incurred as evidenced by a monthly expenditure 


report, signifying eligibility requirements for the expenditures have been met.  Subgrantee advances 


represent the difference between funds advanced to subgrantees and subgrantee expenditures 


incurred. 


 


Deferred Inflows and Outflows of Resources 


 


Government-Wide Financial Statements 


 


Deferred outflows and inflows of resources represent amounts associated with pension and other 


postemployment benefits (OPEB), as applicable, for differences between expected and actual 


experience, differences between projected and actual earnings on pension fund investments, deferred 


gain from the Oklahoma Capitol Improvement Authority (OCIA) lease restructure, and changes in 


assumptions.  Notes 4, 9, and 10 detail the components of these items. 


 


Capital Lease Obligations 


 


In 1997, ODOC entered into a capital lease obligation, as more fully described in Note 4 to the 


financial statements.  The amount reflected in the statements of net position is the principal balance 


due as of June 30, 2019 and 2018. 


 


At July 1, 2008, the operations of the Oklahoma Capitol Complex and the Centennial 


Commemoration Commission (collectively referred to as the “Centennial Commission”) were 


transferred to ODOC.  This transfer resulted in ODOC assuming an additional capital lease obligation, 


as more fully described in Note 4 to the financial statements.  The amount reflected in the statements 


of net position is the principal balance due as of June 30, 2019 and 2018. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 
 


Compensated Absences 


 


Full-time continuous employees earn annual vacation leave at the rate of 10 hours per month for up 


to 5 years of service, 12 hours per month for service of over 5 years to 10 years, 13.2 hours per month 


for service of over 10 years to 20 years, and 16.4 hours per month for over 20 years of service.  Annual 


leave can only be accumulated for up to 480 hours for employees with 5 or more years of service and 


up to 240 hours for employees with less than 5 years of service.  Annual leave is payable upon 


termination, resignation, retirement, or death.  The statements of net position and statements of 


activities account for compensated absences on an accrual basis.  The amount reflected as a current 


liability is an estimate based on historical use. 


 


Pension Plans 
 


Defined Benefit Plan 
 


ODOC participates in a cost-sharing, multiple-employer defined benefit pension plan administered 


by the Oklahoma Public Employees Retirement System (OPERS). For purposes of measuring the net 


pension liability, deferred outflows of resources and deferred inflows of resources related to pensions, 


and pension expense, information about the fiduciary net position of the Oklahoma Public Employees 


Retirement Plan and additions to/deductions from OPERS’ fiduciary net position have been 


determined on the same basis as they are reported by OPERS.  For this purpose, benefit payments 


(including refunds of employee contributions) are recognized when due and payable in accordance 


with the benefit terms.  Investments are reported at fair value. 


 


Defined Contribution Plan 
 


Effective November 1, 2015, OPERS established Pathfinder, a mandatory defined contribution plan 


for eligible state employees who first become employed by a participating employer on or after 


November 1, 2015, and have no prior participation in OPERS.  Under Pathfinder, members will 


choose a contribution rate which will be matched by their employer up to 7%.  During the years ended 


June 30, 2019 and 2018, ODOC made contributions to Pathfinder of approximately $53,000 and 


$28,000, respectively. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 
 


Other Postemployment Employee Benefits 


 


ODOC participates in the OPERS Health Insurance Subsidy Plan (HISP), a cost-sharing, multiple-


employer defined benefit public employee health insurance subsidy retirement plan which is 


administered by OPERS.  


 


ODOC participates in the Oklahoma Employees Group Insurance Division’s (EGID) health insurance 


plan, which is a non-trusted single-employer plan that provides for employee and dependent 


healthcare coverage from the date of retirement to age 65, provided the participant was covered by 


the health insurance plan before retiring.  


 


ODOC follows the requirements of GASB Statement No. 75, Accounting and Financial Reporting 


for Postemployment Benefits Other Than Pensions (GASB 75) in recording the net OPEB liability, 


deferred outflows, deferred inflows, and OPEB expense. 


 


Equity Classifications 
 


Government-Wide Financial Statements 
 


Equity is classified as net position and displayed in three components: 
 


a. Net investment in capital assets—consists of capital assets, including restricted capital 


assets, net of accumulated depreciation and reduced by the outstanding balances of any 


bonds, mortgages, notes, or other borrowings that are attributable to the acquisition, 


construction, or improvement of those assets. 
 


b. Restricted net position—consists of net position with constraints placed on the use either 


by 1) external groups such as creditors, grantors, contributors, or laws or regulations of 


other governments, or 2) law through constitutional provisions or enabling legislation. 
 


c. Unrestricted net position—all other net position that do not meet the definition of 


“restricted” or “net investment in capital assets.” 
 


It is ODOC’s policy to first use restricted net position prior to the use of unrestricted net position 


when an expense is incurred for purposes for which both restricted and unrestricted net position are 


available. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 


 


Equity Classifications, Continued 
 


Fund Financial Statements 


 


Governmental fund equity is classified as fund balance.  Fund balance is further classified as 


nonspendable, restricted, committed, assigned, or unassigned.  These classifications are defined as: 


 


a. Nonspendable fund balance—includes amounts that cannot be spent because they are either 


1) not in spendable form or 2) legally or contractually required to be maintained intact.  


ODOC had no fund balance classified as nonspendable at June 30, 2019 or 2018. 


 


b. Restricted fund balance—consists of fund balances with constraints placed on the use of 


resources that are either 1) externally imposed by creditors, grantors, contributors, or laws 


or regulations of other governments or 2) imposed by law through constitutional provisions 


or enabling legislation.   


 


ODOC has identified all federal grants and certain state funded programs as restricted fund 


balances.  ODOC received state appropriations that were specifically identified within the 


state legislation for the use of outside agencies.  These appropriations are identified as 


restricted fund balances. 


 


c. Committed fund balance—the committed fund balance classification reflects specific 


purposes pursuant to constraints imposed by formal action of ODOC’s highest level of 


decision-making authority.  Also, such constraints can only be removed or changed by the 


same form of formal action. ODOC had no committed fund balance at June 30, 2019 or 


2018.   


 


d. Assigned fund balance—the assigned fund balance classification reflects amounts that are 


constrained by ODOC’s intent to be used for specific purposes, but meet neither the 


restricted nor committed forms of constraint.  Assigned funds cannot cause a deficit in 


unassigned fund balance. 


 


ODOC has also received appropriations that were not specifically identified within state 


legislation for the use of outside agencies.  The Executive Director has the authority as 


recommended or approved by the Governor or State Leadership to set aside a portion of 


these funds for the use of outside agencies.  These funds are identified as assigned fund 


balance.   


 


e. Unassigned fund balance—the unassigned fund balance classification is the residual 


classification for the General Fund only.  Unassigned fund balance essentially consists of 


excess funds that have not been classified in the four above fund balance categories. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 


 


Equity Classifications, Continued 


 


Fund Financial Statements, Continued 


 


It is ODOC’s policy to first use the restricted fund balance prior to the use of the unrestricted fund 


balances when an expense is incurred for purposes for which both restricted and unrestricted fund 


balance are available.  ODOC’s policy for the use of unrestricted fund balance amounts requires that 


committed amounts would be reduced first, followed by assigned amounts, and then unassigned 


amounts when expenditures are incurred for purposes for which amounts in any of those unrestricted 


fund balance classifications could be used.   


 


Effective July 1, 2010, ODOC implemented GASB Statement No. 54, Fund Balance Reporting and 


Governmental Fund Type Definitions (GASB 54).  The following table shows the fund balance 


classifications as shown on the governmental fund balance sheets in accordance with GASB 54 for 


the years ended June 30: 


 


 2019  2018 


Fund balances:


  Restricted for:


     Federal grants 17,113,749$      19,798,297        


     State appropriations 6,663                 654,436             


     State funded and other restricted programs 9,543,966          15,547,241        


          Total restricted 26,664,378        35,999,974        


  Assigned:


     State appropriations 732,319             389,164             


  Unassigned:


     State appropriations 3,217,999          2,775,951          


     Program income 3,253,041          3,357,229          


          Total unassigned 6,471,040          6,133,180          


          Total fund balances 33,867,737$      42,522,318        


General Fund
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 


 


Encumbrances 


 


Encumbrances represent commitments related to unperformed contracts for goods or services.  


Encumbrance accounting, under which purchase orders, contracts, and other commitments for the 


expenditures of resources are recorded as expenditures of the applicable funds, is used.  This is an 


extension of the formal budgetary integration in the General Fund.  Encumbrances do not represent 


any further constraint on the use of amounts than is already communicated by governmental fund 


balance classification as restricted, committed, or assigned.  As of June 30, 2019 and 2018, 


approximately $794,000 and $1,028,000, respectively, of encumbrances, adjusted for accruals and 


negative subgrantee advances, were outstanding. 


 


Advertising Costs 


 


All costs associated with advertising are expensed as incurred. 


 


Grant Revenues and Expenditures 


 


Grant revenues are primarily expenditure driven, in that prior to requesting grant monies, 


expenditures are normally incurred.  As noted previously, ODOC does not recognize subgrantee 


expenditures until the subgrantee expends the funds and reports this to ODOC.  ODOC has contracts 


with various subgrantees throughout the state.  Grants receivable represent the amount needed to fund 


expenditures accrued at June 30, 2019 and 2018. 


 


As of June 30, 2019 and 2018, ODOC had approximately $67,932,000 and $56,064,000, respectively, 


of grant funds available to be drawn upon when needed.  Contract commitments with subgrantees of 


approximately $31,685,000 and $39,468,000 were outstanding as of June 30, 2019 and 2018, 


respectively. 


 


Recent Accounting Pronouncements 


 


In November 2016, GASB issued Statement No. 83, Certain Asset Retirement Obligations 


(GASB 83).  GASB 83 provides accounting and reporting requirements for certain asset retirement 


obligations (ARO) that arise from legally enforceable liabilities associated with the retirement of 


certain tangible capital assets.  ARO’s require an internal and external obligating event and the costs 


to be reasonably estimable for the incurrence of such a liability.  ODOC adopted this statement on 


July 1, 2018. The adoption of this statement did not have a significant impact on the financial 


statements. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 
 


Recent Accounting Pronouncements, Continued 


 


In January 2017, GASB issued Statement No. 84, Fiduciary Activities (GASB 84).  GASB 84 


improves guidance regarding the recognition and reporting of fiduciary activities.  GASB 84 identifies 


four types of reportable fiduciary fund types, including 1) pension (and other employee benefit) trust 


funds, 2) investment trust funds, 3) private-purpose trust funds, and 4) custodial funds.  GASB 84 


outlines the accounting and disclosure requirements for operating structures that qualify as a fiduciary 


activity.  ODOC will adopt GASB 84 effective July 1, 2019, for the June 30, 2020, reporting year.  


ODOC does not expect GASB 84 to have a significant impact on the financial statements.  


 


In June 2017, GASB issued Statement No. 87, Leases (GASB 87). GASB 87 defines a lease as a 


contract that conveys control of the right to use another entity’s nonfinancial asset (the underlying 


asset) as specified in the contract for a period of time in an exchange or exchange-like transaction. 


GASB 87 improves accounting and financial reporting for leases by governments by requiring 


recognition of certain lease assets and liabilities for leases that previously were classified as operating 


leases and recognized as inflows of resources or outflows of resources based on the payment 


provisions of the contract. It establishes a single model for lease accounting based on the foundational 


principle that leases are financings of the right to use an underlying asset. Under GASB 87, a lessee 


is required to recognize a lease liability and an intangible right-to-use lease asset, and a lessor is 


required to recognize a lease receivable and a deferred inflow of resources, thereby enhancing the 


relevance and consistency of information about governments’ leasing activities. The requirements of 


this Statement are effective for reporting periods beginning after December 15, 2019. Earlier 


application is encouraged. ODOC has not determined the impact of GASB 87 on the financial 


statements. 


 


In March 2018, GASB issued Statement No. 88, Certain Disclosures Related to Debt, including 


Direct Borrowings and Direct Placements (GASB 88).  GASB 88 provides certain clarifications 


regarding debt as a liability and identifies additional required disclosures related to debt, including 


direct borrowings and direct placements of debt.  ODOC will adopt GASB 88 on July 1, 2019, for the 


June 30, 2020, reporting year.  ODOC does not expect GASB 88 to have a significant impact on the 


financial statements.   


 


In June 2018, GASB issued Statement No. 89, Accounting for Interest Cost Incurred before the End 


of a Construction Period (GASB 89). GASB 89 directs that interest costs incurred during the 


construction period of an asset be expensed in the period incurred.  GASB 89 changes previous 


guidance regarding capitalized construction costs where such costs were typically included in the 


capitalized cost of the asset constructed and depreciated over time.  ODOC will adopt GASB 89 on 


July 1, 2020, for the June 30, 2021, reporting year.  ODOC does not expect GASB 89 to significantly 


impact the financial statements. 
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(1) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES, CONTINUED 


 


Recent Accounting Pronouncements, Continued 


 


In August 2018, GASB issued Statement No. 90, Majority Equity Interests (GASB 90), an 


amendment of GASB Statements No. 14 and No. 61.  GASB 90 seeks to improve the consistency and 


comparability of financial reporting for majority equity interests, or situations where an entity would 


hold a majority share of equity or have a measurable right to resources of a legally separate entity.  


Under GASB 90, specific guidance is also provided for governments engaged in fiduciary activities 


when reporting equity interests.  ODOC will adopt GASB 90 on July 1, 2019, for the June 30, 2020, 


reporting year.  ODOC does not expect GASB 90 to significantly impact the financial statements.  


 


In May 2019, GASB issued Statement No. 91, Conduit Debt Obligations (GASB 91).  The objective 


of GASB 91 is to provide a single method of reporting for conduit debt obligations issued and 


eliminate diversity in practice regarding 1) commitments extended by issuers, 2) arrangements 


associated with conduit debt obligations, and 3) related note disclosures.  ODOC will adopt GASB 91 


on July 1, 2021, for the June 30, 2022, reporting year.  ODOC does not expect GASB 91 to have a 


significant impact the financial statements. 


 


Date of Management’s Review of Subsequent Events 


 


ODOC has evaluated subsequent events through October 21, 2019, the date which the financial 


statements were available to be issued, and determined that no subsequent events have occurred that 


require adjustment to or disclosure in the financial statements. 


 


(2) CASH BALANCES AND SUBGRANTEE ADVANCES 


 


Cash Balances 


 


Cash balances consist of cash held at the State Treasurer’s office.  Cash balances of ODOC are part 


of the State of Oklahoma’s pooled cash system and, as such, are properly collateralized. 


 


Custodial Credit Risk—Custodial credit risk is the risk that in the event of the failure of a 


counterparty, ODOC will not be able to recover the value of its cash deposits.  Deposits are exposed 


to custodial credit risk if they are uninsured and uncollateralized.  As a department of the State of 


Oklahoma, ODOC’s deposits are required to be invested in fully collateralized accounts. 
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(2) CASH BALANCES AND SUBGRANTEE ADVANCES, CONTINUED 


 


Cash Balances, Continued 


 


As a key part of ODOC’s activities, it holds cash and short-term investments that are measured and 


reported at fair value on a recurring basis.  Generally accepted accounting principles establish a fair 


value hierarchy for the determination and measurement of fair value.  This hierarchy is based on the 


type of valuation inputs needed to measure the fair value of an asset.  The hierarchy generally is as 


follows: 


 


Level 1—Unadjusted quoted prices in active markets for identical assets. 


Level 2—Quoted prices for similar assets, or inputs that are observable or other forms of 


market corroborated inputs. 


Level 3—Pricing based on best available information, including primarily unobservable inputs 


and assumptions market participants would use in pricing the asset.  


In addition to the above three levels, if an investment does not have a readily determined fair value, 


the investment can be measured using net asset value (NAV) per share (or its equivalent).  Investments 


valued at NAV are categorized as NAV and not listed as Level 1, 2, or 3. 


 


Included in cash are investments which are included in the State of Oklahoma’s OK INVEST 


Portfolio.  Because these investments are controlled by the State of Oklahoma and the balances 


change on a daily basis, they are considered cash equivalents and are classified as Level 1.  The 


balances are overnight funds consisting of U.S. agencies, U.S. Treasury notes, mortgage-backed 


agencies, municipal bonds, foreign bonds, certificates of deposit, money market mutual funds, and 


commercial paper.  As of June 30, the investment balances were as follows: 


 


 2019  2018 


U.S. agencies 4,732,656$          6,559,218            


Mortgage-backed agencies 6,137,556            5,687,108            


U.S. Treasury notes 2,456,171            65,065                 


Municipal bonds 27,144                 87,002                 


Foreign bonds 63,272                 52,060                 


Certificates of deposit 337,725               541,231               


Money market mutual funds 1,520,182            1,405,221            


15,274,706$        14,396,905          
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(3) CAPITAL ASSETS 


 


The capital assets of ODOC consist of land, building, building improvements, and furniture, fixtures, 


and equipment.  A summary of changes in capital assets is as follows: 


 


Balance at Balance at


June 30, 2018 Additions Disposals June 30, 2019


Land, nondepreciable 70,000$           -                       -                       70,000             


Building 2,625,000        -                       -                       2,625,000        


Building improvements—


  capitol dome 4,720,000        -                       -                       4,720,000        


Furniture, fixtures, and


  equipment 607,258           -                       -                       607,258           


Total cost 8,022,258        -                       -                       8,022,258        


Less accumulated


  depreciation:


    Building (1,490,259)       (61,337)            -                       (1,551,596)       


    Building improvements—


      capitol dome (1,430,301)       (143,030)          -                       (1,573,331)       


    Furniture, fixtures, 


     and equipment (563,448)          (2,921)              -                       (566,369)          


Total accumulated


  depreciation (3,484,008)       (207,288)          -                       (3,691,296)       


Capital assets, net 4,538,250$      (207,288)          -                       4,330,962        
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(3) CAPITAL ASSETS, CONTINUED 


 


Balance at Balance at


June 30, 2017 Additions Disposals June 30, 2018


Land, nondepreciable 70,000$           -                       -                       70,000             


Building 2,625,000        -                       -                       2,625,000        


Building improvements—


  capitol dome 4,720,000        -                       -                       4,720,000        


Furniture, fixtures, and


  equipment 607,258           -                       -                       607,258           


Total cost 8,022,258        -                       -                       8,022,258        


Less accumulated


  depreciation:


    Building (1,428,922)       (61,337)            -                       (1,490,259)       


    Building improvements—


      capitol dome (1,287,271)       (143,030)          -                       (1,430,301)       


    Furniture, fixtures, 


     and equipment (556,079)          (7,369)              -                       (563,448)          


Total accumulated


  depreciation (3,272,272)       (211,736)          -                       (3,484,008)       


Capital assets, net 4,749,986$      (211,736)          -                       4,538,250        


 
A summary of capitalized lease assets included above, which are part of capital lease obligations, is 


as follows as of June 30: 


 


Cost


Accumulated


Depreciation


Capital


Assets, Net


 2019 


Building improvements—


  capitol dome 4,720,000$          (1,573,331)           3,146,669            


 
 2018 


Building improvements—


  capitol dome 4,720,000$          (1,430,301)           3,289,699            


 
ODOC has no significant infrastructure assets. 
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(3) CAPITAL ASSETS, CONTINUED 


 


The assets are valued at cost and are depreciated using the half-year, straight-line method over their 


estimated useful lives.  The useful lives are as follows: 


 


Land N/A


Building 40 years


Building improvements—


  capitol dome 33 years


Furniture, fixtures, and equipment 5–10 years


 
Depreciation expense for the years ended June 30, 2019 and 2018, was $207,288 and $211,736, 


respectively. 


 


(4) CAPITAL LEASE OBLIGATIONS 


 


During 1997, ODOC entered into a lease agreement with the OCIA for office space.  The lease is 


accounted for as a capital lease.  The leased asset (building and land) and related obligation are 


accounted for in the statements of net position. 


 


During 2005, the Centennial Commission, a governmental agency of the State of Oklahoma, entered 


into a lease agreement with OCIA for building improvements.  At July 1, 2008, the rights and 


responsibilities of the Centennial Commission transferred to ODOC, including all property, furniture, 


equipment, supplies, records, current and future liabilities, fund balances, encumbrances, obligations, 


and indebtedness associated with the Centennial Commission.  The lease is accounted for as a capital 


lease.  The leased asset (capitol dome) and related obligation are accounted for in the statements of 


net position. 


 


OCIA issued revenue bonds to facilitate the acquisition of the building which ODOC occupies (Bond 


Series 2004A) and for the payments for the improvements to the capitol dome (Bond Series 2005), 


which is located on the State Capitol Building.  The lease payments made by ODOC will repay the 


principal of the bonds, plus interest.   


 


On July 1, 2013, ODOC’s 2005 lease agreement with OCIA was restructured through a partial 


refunding of the Series 2005 bonds, which was accounted for in the current year.  OCIA issued new 


bonds, Series 2013A, to accomplish the refunding over a period of 7 years.  As a result, the total 


liability of the remaining 2005 bonds refunded and the amount of the 2013A bonds acquired was a 


gain on restructuring of $172,000, which was recorded as a deferred inflow of resources that will 


amortize over a period of 7 years.  The restructured lease agreement with OCIA secures OCIA’s bond 


indebtedness and any future indebtedness that might be issued to refund earlier bond issues.  ODOC’s 


aforementioned lease agreement with OCIA was automatically restructured to secure the new bond 


issues.  The refinancing resulted in an aggregate difference in principal and interest between the 


original lease agreement and the refinanced lease agreement of $641,473, which approximates the 


economic savings of the transaction. 
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(4) CAPITAL LEASE OBLIGATIONS, CONTINUED 


 


During the years ended June 30, 2019 and 2018, ODOC recognized $24,571 of amortization for each 


year on the deferred gain on lease restructuring on the OCIA 2013A lease obligation, leaving a 


balance of the unamortized deferred gain of $24,571 and $49,143, respectively.  The unamortized 


deferred gain is included in the deferred inflows of resources in the accompanying financial 


statements. 


 


On July 23, 2014, ODOC’s remaining 2004A lease agreement with OCIA was restructured through 


a partial refunding of the Series 2004A bonds.  OCIA issued new bonds, Series 2014B, to accomplish 


the refunding over a period of 7 years.  As a result, the total liability of the remaining 2004A bonds 


refunded and the amount of the 2014B bonds acquired was a gain on restructuring of $228,733, which 


was recorded as a deferred inflow of resources that will be amortized over a period of 7 years.  The 


restructured lease agreement with OCIA secures OCIA’s bond indebtedness and any future 


indebtedness that might be issued to refund earlier bond issues.  ODOC’s aforementioned lease 


agreement with OCIA was automatically restructured to secure the new bond issues.  This refinancing 


resulted in an aggregate difference in principal and interest between the original lease agreement and 


the refinanced lease agreement of $375,356, which approximates the economic savings of the 


transaction.  


 


In December 2016, ODOC defeased the remaining Series 2014B debt service principal balance of 


$891,591.  ODOC transferred $881,835 in carryover funds to the Oklahoma State Treasurer.  These 


funds and an additional $64,441 from the OCIA Sinking Fund were used to purchase state and local 


government series U.S. Treasury obligations.  The proceeds of these obligations will be used to satisfy 


the scheduled interest and principal payments through the maturity of the defeased debt.  ODOC 


chose to defease the debt with carryover funds to reduce the future budgeted debt expenses in future 


fiscal years. 
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(4) CAPITAL LEASE OBLIGATIONS, CONTINUED 
 


The escrow requirements for the defeased debt are as follows: 
 


Date Principal Interest


Total Debt


Service


Payments


Escrow


Requirements


January 1, 2019 -$                     4,082               4,082                4,082             


July 1, 2019 176,481           4,082               180,563            180,563         


January 1, 2020 -                       14,265             14,265              14,265           


July 1, 2020 187,952           14,265             202,217            202,217         


January 1, 2021 -                       10,515             10,515              10,515           


July 1, 2021 192,941           10,515             203,456            203,456         


557,374$         57,724             615,098            615,098         


 
As of June 30, 2019, payments on the defeased debt were current. 


 


The following is a schedule of future minimum lease payments under the capital lease, together with 


the net present value of the minimum lease payments as of June 30, 2019: 
 


Year Ending June 30, Capitol Dome


2020 422,320$            


2021 419,145              


Minimum lease payments for capital lease 841,465              


Less amount representing interest (27,465)               


Present value of minimum lease payments 814,000$            


 
The lease of the capitol dome expires July 1, 2020, at which time the bond should be paid in full.   
 


Changes in the lease obligations for the years ended June 30 were as follows: 
 


 2019  2018 


Balance at beginning of year 1,202,000$          1,576,000            


Principal payments (388,000)              (374,000)              


Balance at end of year 814,000$             1,202,000            
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(5) ACCRUED COMPENSATED ABSENCES 


 


Changes in accrued compensated absences for the years ended June 30 were as follows: 


 


 2019  2018


Balance at beginning of year 539,351$             607,243               


Amount earned 464,288               269,410               


Amount used (446,159)              (337,302)              


Balance at end of year 557,480$             539,351               


 
For the statements of net position and the statements of activities, the changes in the accounts are 


reflected and the amounts estimated to be current are what were used during the years ended 


June 30, 2019 and 2018. 


 


(6) STATE APPROPRIATIONS 


 


ODOC receives monies through appropriations from the State of Oklahoma as approved by the 


Oklahoma Legislature.  Appropriations received for the years ended June 30, 2019 and 2018, were 


$34,518,833 and $30,061,882, respectively.   


 


During the years ended June 30, 2019 and 2018, $15,203,209 and $1,691, respectively, of state funds 


were returned/transferred to the State of Oklahoma.  During the year ended June 30, 2019, 


$15,202,569 of the funds returned were transferred to OMES in relation to the reassignment of the 


activities of NACEA from ODOC to OMES. 


 


(7) MATCHING REQUIREMENTS 


 


Certain of the federal grants require that the state or local government match the federal dollars 


expended.  The required matching (in-kind) dollars have been reflected in the revenues and 


expenditures of the financial statements, as they are considered part of the grant. 


 


(8) INDIRECT COSTS 


 


For the years ended June 30, 2019 and 2018, ODOC had a fixed indirect cost rate (a percentage of 


direct salaries and wages, including applicable fringe benefits) approved by the U.S. Department of 


Labor for use in charging indirect costs.  ODOC’s indirect cost rate for the years ended June 30, 2019 


and 2018, was 46.47% and 48.96%, respectively, which resulted in a charge of $529,129 and 


$521,670 to the various federal programs during 2019 and 2018, respectively. 
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(9) PENSION PLAN 


 


 Plan Description 


 


ODOC contributes to the Oklahoma Public Employees Retirement Plan, a cost-sharing, multiple-


employer public employee retirement system administered by the Oklahoma Public Employees 


Retirement System (collectively referred to as “OPERS”).  OPERS provides retirement, disability, and 


death benefits to plan members and beneficiaries.  The benefit provisions are established and may be 


amended by the Oklahoma Legislature.  Title 74 of the Oklahoma Statutes, Sections 901–943, as 


amended, assigns the authority for management and operation of OPERS to the Board of Trustees of 


OPERS (the “Board”).  OPERS issues a publicly available annual financial report that includes financial 


statements and required supplementary information for OPERS.  That annual report may be obtained 


by writing to the Oklahoma Public Employees Retirement System, 5400 N. Grand Boulevard, 


Suite 400, Oklahoma City, Oklahoma 73112 or by calling 1-800-733-9008, or can be obtained at 


https://www.opers.org/pubs-archive/financial/cafr/2019-06-24-2018-CAFR.pdf. 


  


Benefits Provided 


 


OPERS provides members with full retirement benefits at their specified normal retirement age or, 


for any person who became a member prior to July 1, 1992, when the sum of the member’s age and 


years of credited service equals or exceeds 80 (Rule of 80), and for any person who became a member 


after June 30, 1992, when the member’s age and years of credited service equals or exceeds 90 (Rule 


of 90). 


 


Normal retirement date is further qualified to require that all members employed on or after 


January 1, 1983, must have 6 or more years of full‐time equivalent employment with a participating 


employer before being eligible to receive benefits. Credited service is the sum of participating and 


prior service. Prior service includes nonparticipating service before January 1, 1975, or the entry date 


of the employer and active wartime military service. 


 


A member with a minimum of 10 years of participating service may elect early retirement with 


reduced benefits beginning at age 55 if the participant became a member prior to November 1, 2011, 


or age 60 if the participant became a member on or after November 1, 2011. 


 


Disability retirement benefits are available for members having 8 years of credited service whose 


disability status has been certified as being within 1 year of the last day on the job by the Social 


Security Administration. Disability retirement benefits are determined in the same manner as 


retirement benefits, but payable immediately without an actuarial reduction. 


 


  



https://www.opers.org/pubs-archive/financial/cafr/2019-06-24-2018-CAFR.pdf

https://www.opers.org/pubs-archive/financial/cafr/2019-06-24-2018-CAFR.pdf
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(9) PENSION PLAN, CONTINUED 


 


Benefits Provided, Continued 


 


For state, county, and local agency employees, benefits are determined at 2% of the average annual 


salary received during the highest 36 months of the last 10 years of participating service, but not to 


exceed the applicable annual salary cap, multiplied by the number of years of credited service. 


Members who join OPERS on or after July 1, 2013, will have their salary averaged over the highest 


60 months of the last 10 years. Normal retirement age under the plan is 62 or Rule of 80/90 if the 


participant became a member prior to November 1, 2011, or age 65 or Rule of 90 if the participant 


became a member on or after November 1, 2011. 


 


Members who elect to pay the additional contribution rate, which became available in January 2004, 


will receive benefits using a 2.5% computation factor for each full year the additional contributions 


are made. In 2004, legislation was enacted to provide an increased benefit to retiring members who 


were not yet eligible for Medicare. The Medicare Gap benefit option became available to members 


under age 65 who retired on or after May 1, 2006. Members may elect to receive a temporary 


increased benefit to cover the cost of health insurance premiums until the member is eligible to receive 


Medicare. After the member becomes eligible for Medicare, the retirement benefit will be 


permanently reduced by an actuarially determined amount. The option is irrevocable, must be chosen 


prior to retirement, and is structured to have a neutral actuarial cost to the plan.  


 


Members become eligible to vest fully upon termination of employment after attaining 8 years of 


credited service, or the members’ contributions may be withdrawn upon termination of employment. 


 


Upon the death of an active member, the accumulated contributions of the member are paid to the 


member’s named beneficiary(ies) in a single lump sum payment. If a retired member elected a joint 


annuitant survivor option or an active member was eligible to retire with either reduced or unreduced 


benefits or eligible to vest the retirement benefit at the time of death, benefits can be paid in monthly 


payments over the life of the spouse if the spouse so elects. 


 


Benefits are payable to the surviving spouse of an elected official only if the elected official had at 


least 6 years of participating elected service and was married at least 3 years immediately preceding 


death. Survivor benefits are terminated upon death of the named survivor and, for elected officials, 


remarriage of the surviving spouse. Upon the death of a retired member, with no survivor benefits 


payable, the member’s beneficiary(ies) are paid the excess, if any, of the member’s accumulated 


contributions over the sum of all retirement benefit payments made. 
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(9) PENSION PLAN, CONTINUED 


 


Benefits Provided, Continued 


 


Upon the death of a retired member, OPERS will pay a $5,000 death benefit to the member’s 


beneficiary or estate of the member if there is no living beneficiary. The death benefit will be paid in 


addition to any excess employee contributions or survivor benefits due to the beneficiary.  


 


Legislation was enacted in 1999 which provided a limited additional benefit for certain terminated 


members eligible to vest as of July 1, 1998. This limited benefit is payable as an additional $200 


monthly benefit upon the member’s retirement up to the total amount of certain excess contributions 


paid by the participant to OPERS. In April 2001, limited benefit payments began for qualified retired 


members. 


 


Benefits are established and may be amended by the State Legislature. 


 


Contributions 


 


The contribution rates for each member category of OPERS are established by the Oklahoma 


Legislature after recommendation by the Board of Trustees of OPERS based on an actuarial 


calculation, which is performed to determine the adequacy of such contribution rates. 


 


Each member participates based on their qualifying gross salary earned, excluding overtime. There is 


no cap on the qualifying gross salary earned, subject to Internal Revenue Service (IRS) limitations on 


compensation. 


 


For 2019, 2018, and 2017, state agency employers contributed 16.5% on all salary, and state 


employees contributed 3.5% on all salary. 


 


Members have the option to elect to increase the benefit computation factor for all future service from 


2.0% to 2.5%. The election is irrevocable, binding for all future employment under OPERS, and 


applies only to full years of service. Those who make the election pay the standard contribution rate 


plus an additional contribution rate, 2.91% which is actuarially determined. The election is available 


for all state, county, and local government employees, except for elected officials and hazardous duty 


members. 


 


Contributions to OPERS by ODOC for 2019, 2018, and 2017, were approximately as follows: 


 


 2019  2018  2017 


747,000$             769,000               785,000               
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(9) PENSION PLAN, CONTINUED 


 


Pension Liabilities, Pension Expense, and Deferred Outflows of  


  Resources and Deferred Inflows of Resources Related to Pensions 


 


At June 30, 2019 and 2018, ODOC reported a liability for its proportionate share of the net pension 


liability.  As of June 30, 2019, the net pension liability was measured as of June 30, 2018, and the 


total pension liability used to calculate the net pension liability was determined by an actuarial 


valuation as of July 1, 2018.  As of June 30, 2018, the net pension liability was measured as of 


June 30, 2017, and the total pension liability used to calculate the net pension liability was determined 


by an actuarial valuation as of July 1, 2017.  ODOC’s proportion of the net pension liability was based 


on ODOC’s contributions received by OPERS relative to the total contributions received by OPERS 


for all participating employers as of June 30, 2018 and 2017.  Based upon this information, ODOC’s 


proportion for June 30, 2019 and 2018, was 0.31282374% and 0.31654233%, respectively.   
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(9) PENSION PLAN, CONTINUED 


 


Pension Liabilities, Pension Expense, and Deferred Outflows of  


  Resources and Deferred Inflows of Resources Related to Pensions, Continued 


 


For the years ended June 30, 2019 and 2018, ODOC recognized pension expense of $317,352 and 


$264,160, respectively.  At June 30, 2019 and 2018, ODOC reported deferred outflows of resources 


and deferred inflows of resources related to pensions from the following sources: 


 


Deferred Outflows 


of Resources


Deferred Inflows 


of Resources


 2019 


Differences between expected and


  actual experience -$                         343,623               
 


Changes in assumptions 262,393               -                           


Net difference between projected and


  actual earnings on pension plan investments -                           99,807                 


Changes in proportion 12,813                 -                           


ODOC contributions subsequent to


  the measurement date 746,884               -                           


1,022,090$          443,430               


 
 2018 


Differences between expected and


  actual experience -$                         306,052               
 


Changes in assumptions 759,774               -                           


Net difference between projected and


  actual earnings on pension plan investments 76,453                 -                           


Changes in proportion -                           48,530                 


ODOC contributions subsequent to


  the measurement date 768,771               -                           


1,604,998$          354,582               
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(9) PENSION PLAN, CONTINUED 
 


Pension Liabilities, Pension Expense, and Deferred Outflows of  


  Resources and Deferred Inflows of Resources Related to Pensions, Continued 
 


Reported deferred outflows of resources of $746,884 at June 30, 2019, related to pensions resulting 


from ODOC contributions subsequent to the measurement date will be recognized as a decrease of 


the net pension liability in the year ended June 30, 2020.  Any other amounts reported as deferred 


outflows of resources and deferred inflows of resources related to pensions will be recognized in 


pension expense as follows: 
 


Years Ended June 30:


2020 373,840$         


2021 (88,216)            


2022 (362,101)          


2023 (91,747)            


(168,224)$        
 


Actuarial Methods and Assumptions 
 


The total pension liability was determined on an actuarial valuation prepared as of July 1, 2018 and 


2017, using the following actuarial assumptions: 
 


Investment return: 7.00% per year, compounded annually, net of investment


  expense and including inflation


Salary increases: 3.50% to 9.50% per year, including inflation


Mortality rates: Active participants and nondisabled pensioners:  RP-2014


  Mortality Table projected to 2025 by Scale MP-2016


  (disabled pensioners set forward 12 years).


Annual post-retirement


  benefit increases: None


Assumed inflation rate: 2.75% per year


Payroll growth: 3.50% per year


Actuarial cost method: Entry age


Select period for the 


  termination of 


  employment assumptions: 10 years  
 


The actuarial assumptions used in the July 1, 2018 and 2017, valuations are based on the results of the 


most recent actuarial experience study, which covers the 3-year period ending June 30, 2016.  The 


experience study report is dated April 13, 2017.  
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(9) PENSION PLAN, CONTINUED 


 


Actuarial Methods and Assumptions, Continued 


 


The long- term expected rate of return on pension plan investments was determined using a log-


normal distribution analysis in which best estimate ranges of expected future real rates of return 


(expected returns, net of pension plan investment expense and inflation) are developed for each major 


asset class.  These ranges are combined to produce the long-term expected rate of return by weighting 


the expected future real rates of return by the target asset allocation percentage and by adding 


expected inflation. 


 


The target asset allocation and best estimates of geometric real rates of return for each major asset 


class as of June 30 are summarized in the following table: 


 


Asset Class


Target Asset


Allocation


Long-Term 


Expected Real 


Rate of Return


 2019 


U.S. large cap equity 38.0% 3.8%


U.S. small cap equity 6.0% 4.9%


Non-U.S. equity 24.0% 9.2%


U.S. fixed income 32.0% 1.5%


100.0%


 2018 


U.S. large cap equity 38.0% 5.3%


U.S. small cap equity 6.0% 5.6%


U.S. fixed income 25.0% 0.7%


International stock 18.0% 5.6%


Emerging market stock 6.0% 6.4%


TIPS 3.5% 0.7%


Rate anticipation 3.5% 1.5%


100.0%
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(9) PENSION PLAN, CONTINUED 


 


Discount Rate 


 


The discount rate used to measure the total pension liability was 7.00% for both 2018 and 2017.  The 


projection of cash flows used to determine the discount rate assumed that contributions from plan 


members and the employers will be made at the current contribution rate as set out in state statute.  


Based on those assumptions, OPERS’ fiduciary net position was projected to be available to make all 


projected future benefit payments of current plan members.  Therefore, the long-term expected rate 


of return on pension plan investments was applied to all periods of projected benefit payments to 


determine the total pension liability.  The discount rate determined does not use a municipal bond 


rate. 


 


Sensitivity of the Net Pension Liability to Changes in the Discount Rate 


 


The following presents the net pension liability of the employer calculated using the discount rate of 


7.00% for both 2019 and 2018, as well as what ODOC’s net pension liability would be if it were 


calculated using a discount rate that is 1 percentage point lower or 1 percentage point higher than the 


current rate: 


 


1% Decrease


(6.00%)


Current Discount


Rate (7.00%)


1% Increase


(8.00%)


 2019 


Net pension liability (asset) 3,914,798$        610,141             (2,190,374)         


 
1% Decrease


(6.00%)


Current Discount


Rate (7.00%)


1% Increase


(8.00%)


 2018 


Net pension liability (asset) 5,058,196$        1,711,428          (1,122,500)         


 
Pension Plan Fiduciary Net Position 


 


Detailed information about OPERS’ fiduciary net position is available in the separately issued 


financial report of OPERS, which can be located at www.opers.ok.gov. 



http://www.opers.ok.gov/

http://www.opers.ok.gov/
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS 


 


HEALTH INSURANCE SUBSIDY OPEB 


 


Description 


 


ODOC participates in the HISP, a cost-sharing, multiple-employer defined benefit public employee 


health insurance subsidy retirement plan which is administered by OPERS.  The HISP is classified as 


an “other postemployment employee benefit.” 


 


Benefits Provided 


 


HISP provides a health insurance premium subsidy for retirees of OPERS who elect to maintain health 


insurance with EGID or other qualified insurance plan provided by the employers.  The HISP subsidy 


is capped at $105 per month per retiree.  This subsidy continues until the retiree terminates health 


insurance coverage with EGID or other qualified plan, or until death.  The subsidy is only for the retiree, 


not joint annuitants or beneficiaries.   


 


Contributions 


 


The contribution rates for each member category of OPERS are established by the Oklahoma 


Legislature after recommendation by the Board based on an actuarial calculation, which is performed 


to determine the adequacy of such contribution rates.  An actuarially determined portion of the total 


contribution to OPERS are set aside to finance the cost of the benefits of the HISP in accordance with 


provisions of the Internal Revenue Code.   


 


Each member participates based on their qualifying gross salary earned, excluding overtime. There is 


no cap on the qualifying gross salary earned, subject to Internal Revenue Service (IRS) limitations on 


compensation.  Only employers contribute to the HISP.  For 2019, state agency employers contributed 


16.5% on all salary. 


 


Contributions to OPERS for the HISP by ODOC were approximately $58,000 for both years ended 


June 30, 2019 and 2018. 
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 
 


HEALTH INSURANCE SUBSIDY OPEB, CONTINUED 
 


OPEB Liabilities, OPEB Expense, and Deferred Outflows of Resources and 


  Deferred Inflows of Resources Related to OPEB 
 


At June 30, 2019, ODOC reported an asset for its proportionate share of the net OPEB asset.  The net 


OPEB asset was measured as of June 30, 2018, and the total OPEB liability used to calculate the net 


OPEB asset was determined by an actuarial valuation as of July 1, 2018.  ODOC’s proportion of the 


net OPEB asset was based on ODOC’s contributions received by OPERS relative to the total 


contributions received by OPERS for all participating employers as of June 30, 2018.  Based upon this 


information, ODOC’s proportion was 0.31282374%. 
 


For the years ended June 30, 2019 and 2018, ODOC recognized OPEB (income) expense related to the 


HISP of $(52,307) and $90,540, respectively.  At June 30, 2019 and 2018, ODOC reported deferred 


outflows of resources and deferred inflows of resources related to the HISP from the following sources: 
 


Deferred Outflows 


of Resources


Deferred Inflows 


of Resources


 2019 


Differences between expected and


   actual experience -$                         63,649                 


Changes in assumptions 23,729                 -                           


Net difference between projected and


  actual earnings on OPEB investments -                           37,540                 


Changes in proportion -                           890                      


ODOC contributions subsequent to


  the measurement date 57,988                 -                           


81,717$               102,079               


 
 2018 


Differences between expected and


   actual experience -$                         44,690                 


Changes in assumptions 29,531                 -                           


Net difference between projected and


  actual earnings on OPEB investments -                           39,124                 


ODOC contributions subsequent to


  the measurement date 58,353                 -                           


87,884$               83,814                 
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 
 


HEALTH INSURANCE SUBSIDY OPEB, CONTINUED 
 


OPEB Liabilities, OPEB Expense, and Deferred Outflows of Resources and 


  Deferred Inflows of Resources Related to OPEB, Continued 
 


Reported deferred outflows of resources of $57,988 related to OPEB resulting from ODOC’s 


contributions subsequent to the measurement date will be recognized as a decrease/increase of the net 


OPEB liability in the year ending June 30, 2020.  Any other amounts reported as deferred outflows of 


resources and deferred inflows of resources related to OPEB as of June 30, 2019, will be recognized in 


OPEB expense as follows: 
 


Years Ending June 30:


2020 (20,227)$          


2021 (20,227)            


2022 (20,227)            


2023 (10,446)            


2024 (7,223)              


(78,350)$          


 
Actuarial Methods and Assumptions 


 


The total OPEB liability was determined on an actuarial valuation prepared as of July 1, 2018 and 


2017: 
 


Investment return: 7.00% per year, compounded annually, net of investment


  expense and including inflation


Salary increases: 3.50% to 9.50% per year, including inflation


Mortality rates: Active participants and nondisabled pensioners:  RP-2014


  Mortality Table projected to 2025 by Scale MP-2016


  (disabled pensioners set forward 12 years).


Annual post-retirement


  benefit increases: None


Assumed inflation rate: 2.75% per year


Payroll growth: 3.50% per year


Actuarial cost method: Entry age


Select period for the 


termination 10 years


Health care trend rate Not applicable based on how OPERS is structured and 


  benefit payments are made.  
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 


 


HEALTH INSURANCE SUBSIDY OPEB, CONTINUED 
 


Actuarial Methods and Assumptions, Continued 
 


The actuarial assumptions used in the July 1, 2018 and 2017, valuations are based on the results of the 


most recent actuarial experience study, which covers the 3-year period ending June 30, 2016.  The 


experience study report is dated April 13, 2017.  
 


The long-term expected rate of return on OPEB plan investments was determined using a log-normal 


distribution analysis in which best estimate ranges of expected future real rates of return (expected 


returns, net of OPEB plan investment expense and inflation) are developed for each major asset class.  


These ranges are combined to produce the long-term expected rate of return by weighting the expected 


future real rates of return by the target asset allocation percentage and by adding expected inflation. 
 


The target asset allocation and best estimates of geometric real rates of return for each major asset class 


as of June 30, 2019 and 2018, are summarized in the following table: 


 


 


 
 


Asset Class


Target Asset


Allocation


Long-Term 


Expected Real 


Rate of Return


 2019 


U.S. large cap equity 38.0% 3.8%


U.S. small cap equity 6.0% 4.9%


Non-U.S. equity 24.0% 9.2%


U.S. fixed income 32.0% 1.5%


100.0%


 2018 


U.S. large cap equity 38.0% 5.3%


U.S. small cap equity 6.0% 5.6%


U.S. fixed income 25.0% 0.7%


International stock 18.0% 5.6%


Emerging market stock 6.0% 6.4%


TIPS 3.5% 0.7%


Rate anticipation 3.5% 1.5%


100.0%
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 


 


HEALTH INSURANCE SUBSIDY OPEB, CONTINUED 


 


Discount Rate 


 


The discount rate used to measure the total OPEB liability was 7.00% for both 2018 and 2017.  The 


projection of cash flows used to determine the discount rate assumed that contributions from the 


employers will be made at the current contribution rate as set out in state statute.  Based on those 


assumptions, OPERS’ fiduciary net position was projected to be available to make all projected future 


benefit payments of current plan members.  Therefore, the long-term expected rate of return on OPEB 


plan investments was applied to all periods of projected benefit payments to determine the total OPEB 


liability.  The discount rate determined does not use a municipal bond rate. 


 


Sensitivity of the Net OPEB Liability (Asset) to Changes in the Discount Rate 


 


The following presents the net OPEB liability of ODOC calculated using the discount rate of 7.00% for 


both 2019 and 2018, as well as what ODOC’s net OPEB (asset) liability would be if it were calculated 


using a discount rate that is 1 percentage point lower or 1 percentage point higher than the current rate: 


 


1% Decrease


(6.00%)


Current Discount


Rate (7.00%)


1% Increase


(8.00%)


June 30, 2019


Net OPEB liability (asset) 64,453$             (40,482)              (130,739)           


 
1% Decrease


(6.00%)


Current Discount


Rate (7.00%)


1% Increase


(8.00%)


June 30, 2018


Net OPEB liability (asset) 143,212$           36,257                (55,695)             
 


 


OPEB Plan Fiduciary Net Position 


 


Detailed information about OPERS’ fiduciary net position is available in the separately issued financial 


report of OPERS, which can be located at www.opers.ok.gov. 
  



http://www.opers.ok.gov/

http://www.opers.ok.gov/
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 
 


IMPLICIT RATE SUBSIDY OF HEALTH INSURANCE OPEB LIABILITY 
 


Description 
 


ODOC participates in the EGID’s health insurance plan, which is a non-trusted single-employer plan 


that provides for employee and dependent healthcare coverage from the date of retirement to age 65, 


provided the participant was covered by the health insurance plan before retiring.  
 


In conjunction with providing the postretirement medical benefits through the health insurance plan, 


the State of Oklahoma determined that an OPEB liability existed in relation to an implicit rate subsidy.  


The State of Oklahoma calculated the implicit rate subsidy of health insurance plan OPEB liability 


(IRSHIP OPEB liability) for all state agencies that participate in the EGID health insurance plan and 


whose payroll is processed through the State of Oklahoma’s payroll system.  ODOC met these criteria 


and therefore was one of the agencies included in the State of Oklahoma’s calculation. 
 


The IRSHIP provides members with postretirement medical benefits until age 65 if the retiree and 


spouse pay the full active premium. Participation in the health insurance plan can elect to enroll in 


special coverage, and surviving spouses may continue in the plan until age 65.  Contributions to the 


health insurance plan are made by both participants and ODOC on a “pay as you go” basis.  ODOC’s 


contributions for the years ended June 30, 2019 and 2018, were approximately $30,000 and $28,000, 


respectively. 


 


OPEB Liabilities, OPEB Expense, and Deferred Outflows of Resources and 


  Deferred Inflows of Resources Related to OPEB 


 


At June 30, 2019 and 2018, ODOC reported a liability for its proportionate share of the net IRSHIP 


OPEB liability.  The net IRSHIP OPEB liability was measured as of June 30, 2018 and 2017, and the 


total IRSHIP OPEB liability used to calculate the net IRSHIP OPEB liability was determined by an 


actuarial valuation as of July 1, 2019 and 2018.  ODOC’s proportion of the net IRSHIP OPEB liability 


was based on ODOC’s active employees as of July 1, 2018 and 2017, to all active employees of the 


State agencies included in the State of Oklahoma’s calculation.  Based upon this information, ODOC’s 


proportion was 0.25652250% and 0.25796740% at June 30, 2019 and 2018, respectively. 
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 
 


IMPLICIT RATE SUBSIDY OF HEALTH INSURANCE OPEB LIABILITY, CONTINUED 
 


OPEB Liabilities, OPEB Expense, and Deferred Outflows of Resources and 


  Deferred Inflows of Resources Related to OPEB, Continued 
 


For the years ended June 30, 2019 and 2018, ODOC recognized OPEB (income) expense of $(8,527) 


and $22, 720, respectively.  At June 30, 2019 and 2018, ODOC reported deferred outflows of resources 


and deferred inflows of resources related to the IRSHIP OPEB liability from the following sources: 
 


Deferred Outflows 


of Resources


Deferred Inflows 


of Resources


 2019 


Differences between expected and


  actual experience  $                        -                     2,496 


Changes in assumptions                            -                   11,820 


Changes in proportion                            - 1,747                   


ODOC contributions subsequent to the


  measurement date 30,009                 -                           


30,009$               16,063                 


 
 2018 


Changes in assumptions -$                         14,948                 


ODOC contributions subsequent to the


  measurement date 28,398                 -                           


28,398$               14,948                 


 
 


Reported deferred outflows of resources of $30,009 related to OPEB resulting from ODOC’s 


contributions subsequent to the measurement date will be recognized as a decrease of the net OPEB 


liability in the year ending June 30, 2020.  Deferred inflows of resources and deferred outflows of 


resources related to the IRSHIP OPEB liability as of June 30, 2019, will be recognized in OPEB 


expense as follows: 
 


Years Ending June 30:


2020 (7,652)$            


2021 (5,351)              


2022 (1,902)              


2023 (1,158)              


(16,063)$          
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 


 


IMPLICIT RATE SUBSIDY OF HEALTH INSURANCE OPEB LIABILITY, CONTINUED 


 


Actuarial Methods and Assumptions 


 


The total IRSHIP OPEB liability was determined based on actuarial valuations prepared as of 


July 1, 2018 and 2017: 


 


• Investment return—Not applicable, as the health insurance plan is unfunded and benefits 


are not paid from a qualifying trust 


 


• Mortality rates—RP-2006 Combined Healthy Mortality Table, with a fully generational 


projection using Scale MP-2017 


 


• Salary scale, retirement rate, withdrawal rate, and disability rate actuarial assumptions are 


based on rates for the various retirement systems that the health insurance plan’s 


participants are in, including— 


 


o Oklahoma Public Employees Retirement System 


o Oklahoma Law Enforcement Retirement System 


o Teachers’ Retirement System of Oklahoma 


o Uniform Retirement System of Justices & Judges 


o Oklahoma Department of Wildlife Conservation  


Defined Benefit Pension Plan 


 


• Plan participation—40% of retired employees are assumed to participate in the health 


insurance plan. 


 


• Marital assumptions—Male participants: 25% who elect coverage are assumed to have a 


  spouse who will receive coverage 


 


                                    Female participants: 15% who elect coverage are assumed to have a 


  spouse who will receive coverage 


 


            Males are assumed to be 3 years older than their spouses 


 


• Plan entry date is the date of hire 


 


• Actuarial cost method—Entry age normal based upon salary 


 


• Healthcare trend rate—7.10% decreasing to 4.60% 


 


At July 1, 2018, ODOC had 94 participants in the plan, consisting of 86 active participants and 8 retirees 


or surviving spouses. 
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 
 


IMPLICIT RATE SUBSIDY OF HEALTH INSURANCE OPEB LIABILITY, CONTINUED 
 


Discount Rate 
 


The discount rate used to measure the total OPEB liability was 3.87% and 3.58% for June 30, 2019 and 


2018, respectively.  The discount rate was determined using the Bond Buyer GO 20-Bond Municipal 


Bond Index. 
 


Changes in the Net OPEB Liability 
 


The following table reports the components of changes in the net OPEB liability as of and for the 


years ended June 30: 


 2019  2018 


Balance at beginning of year 383,072$             408,077               


  Changes for the year:


    Service cost 13,313                 15,271                 


    Interest expense 13,613                 11,602                 


    Actual experience (5,334)                  -                           


    Changes in assumptions (1,384)                  (19,101)                


    Benefits paid (28,239)                (32,777)                


Net changes (8,031)                  (25,005)                


Balance at end of year 375,041$             383,072               
 


 


Sensitivity of the Net OPEB Liability to Changes in the Discount Rate and  


  the Healthcare Trend Rate 
 


Sensitivity of the Net OPEB Liability to Changes in the Discount Rate—The following presents the net 


IRSHIP OPEB liability of ODOC calculated using the discount rate of 3.87% and 3.58% for 2019 and 


2018, respectively, as well as what ODOC’s net IRSHIP OPEB liability would be if it were calculated 


using a discount rate that is 1 percentage point lower or 1 percentage point higher than the current rate: 
 


1% Decrease


(2.87%)


Current Discount


Rate (3.87%)


1% Increase


(4.87%)


June 30, 2019


Net OPEB liability 400,187$           375,041              357,031             
 
 


1% Decrease


(2.58%)


Current Discount


Rate (3.58%)


1% Increase


(4.58%)


June 30, 2018


Net OPEB liability 408,876$           383,072              359,042             
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(10) OTHER POSTEMPLOYMENT EMPLOYEE BENEFITS, CONTINUED 


 


IMPLICIT RATE SUBSIDY OF HEALTH INSURANCE OPEB LIABILITY, CONTINUED 


 


Sensitivity of the Net OPEB Liability to Changes in the Discount Rate and  


  the Healthcare Trend Rate, Continued 


 


Sensitivity of the Net OPEB Liability to Changes in the Healthcare Trend Rate—The following presents 


the net OPEB liability at June 30, 2019 and 2018, calculated using the healthcare trend rate of 7.10% 


decreasing to 4.60% for both years, as well as what the liability would be if it were calculated using a 


healthcare trend rate that is 1 percentage point lower or 1 percentage point higher than the current rate: 


 


1% Decrease in


Healthcare


Trend Rate


(6.10% 


decreasing to


3.60%)


Current 


Healthcare Trend


Rate (7.10%


decreasing to


4.60%)


1% Increase in


Healthcare


Trend Rate


(8.10%


decreasing to


5.60%)


 2019 


Net OPEB liability 341,278$           375,041              414,232             


 
1% Decrease in


Healthcare


Trend Rate


(6.10% 


decreasing to


3.60%)


Current 


Healthcare Trend


Rate (7.10%


decreasing to


4.60%)


1% Increase in


Healthcare


Trend Rate


(8.10%


decreasing to


5.60%)


 2018 


Net OPEB liability 351,585$           383,072              419,541             
 


 


A copy of the actuarial valuations for the IRSHIP OPEB liability can be obtained at the following link: 


 


http://omes.ok.gov/sites/g/files/gmc316/f/ActuarialValuationReport2019.pdf 
 


  



http://omes.ok.gov/sites/g/files/gmc316/f/ActuarialValuationReport2019.pdf

http://omes.ok.gov/sites/g/files/gmc316/f/ActuarialValuationReport2019.pdf
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(11) OKLAHOMA STATE EMPLOYEES DEFERRED COMPENSATION PLAN,  


   DEFERRED SAVINGS INCENTIVE PLAN, AND  


   DEFINED CONTRIBUTION PLAN 
 


Deferred Compensation Plan 
 


The State of Oklahoma offers its employees a Deferred Compensation Plan (the “Plan”) as authorized 


by Section 457 of the Internal Revenue Code (IRC), as amended by the Tax Reform Act of 1986, and 


in accordance with the provisions of Sections 1701 through 1706 of Title 74 of the Oklahoma 


Statutes. 
 


The supervisory authority for the management and operation of the Plan is the Board. 


 


The Plan is available to all State of Oklahoma employees, as well as any elected officials receiving a 


salary from the State of Oklahoma.  Participants may direct the investment of their contributions in 


available investment options offered by the Plan.  The minimum contribution amount is the equivalent 


of $25 per month, and participants are immediately 100% vested in their respective accounts.  All 


interest, dividends, and investment fees are allocated to participants’ accounts. 


 


Participants may defer until future years up to the lesser of 100% of their compensation as defined 


by plan documents or the maximum amount allowed each year as determined by the IRS.  
 


The Plan offers a catch-up program to participants which allows them to defer annually for the 3 years 


prior to their year of retirement up to twice that plan year’s deferral limit.  The amount of additional 


contributions in excess of the normal maximum contributions to the Plan are also limited to 


contributions for years in which the participant was eligible but did not participate in the Plan or the 


difference between contributions made and the maximum allowable level.  To be eligible for the 


catch-up program, the participant must be within 3 years of retirement with no reduced benefits. 


 


Participants age 50 or older may make additional contributions annually, subject to certain limits. 


 


Deferred compensation benefits are paid to participants or beneficiaries upon termination, retirement, 


death, or unforeseeable emergency.  Such benefits are based on a participant’s account balance and 


are disbursed in a lump sum or periodic payments at the option of the participant or beneficiaries in 


accordance with the Plan’s provisions. 
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(11) OKLAHOMA STATE EMPLOYEES DEFERRED COMPENSATION PLAN,  


   DEFERRED SAVINGS INCENTIVE PLAN, AND  


   DEFINED CONTRIBUTION PLAN, CONTINUED 
 


Deferred Compensation Plan, Continued 
 


Effective January 1, 1998, the Board established a trust and a trust fund covering the Plan’s assets, 


pursuant to federal legislation enacted in 1996, requiring public employers to establish such trusts for 


plans meeting the requirements of Section 457 of the IRC no later than January 1, 1999.  Under the 


terms of the trust, the corpus or income of the trust fund may be used only for the exclusive benefit 


of the Plan’s participants and their beneficiaries.  Prior to the establishment of the trust, the Plan’s 


assets were subject to the claims of general creditors of the State of Oklahoma.  The Board acts as 


trustee of the trust.  The participants’ accounts are invested in accordance with the investment 


elections of the participants.  The Board is accountable for all deferred compensation received, but 


has no duty to require any compensation to be deferred or to determine that the amounts received 


comply with the Plan or to determine that the trust fund is adequate to provide the benefits payable 


pursuant to the Plan. 
 


Further information may be obtained from the Plan’s audited financial statements for the years ended 


June 30, 2019 and 2018.  ODOC believes that it has no liabilities with respect to the Plan. 
 


Deferred Savings Incentive Plan 
 


Effective January 1, 1998, the State of Oklahoma established the Oklahoma State Employees 


Deferred Savings Incentive Plan (the “Savings Incentive Plan”) as a money purchase pension plan 


pursuant to IRC Section 401(a).  The Savings Incentive Plan and its related trust are intended to meet 


the requirements of IRC Sections 401(a) and 501(a). 
 


Any qualified participant who is a state employee and is an active participant in the Plan is eligible 


for a contribution of the amount determined by the Oklahoma Legislature, currently the equivalent 


of $25 per month.  Participation in the Savings Incentive Plan is automatic in the month of 


participation in the Plan and is not voluntary. 
 


Upon cessation of contributions to the Plan, termination of employment with the State of Oklahoma, 


retirement, or death, a participant will no longer be eligible for contributions from the State of 


Oklahoma into the Savings Incentive Plan.  Participants are at all times 100% vested in their Savings 


Incentive Plan account.  Participant contributions are not required or permitted.  Qualified participants 


may make rollover contributions to the Savings Incentive Plan, provided such rollover contributions 


meet applicable requirements of the IRC.  Plan participants may direct the investment of the 


contributions in available investment options offered by the Savings Incentive Plan.  All interest, 


dividends, and investment fees are allocated to the participants’ accounts. 
 


Savings Incentive Plan benefits are paid to participants or beneficiaries upon termination, retirement, 


or death.  Such benefits are based on a participant’s account balance and are disbursed in a lump sum 


or periodic payments or may be rolled over to a qualified plan at the option of the participant or 


beneficiaries.  
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(11) OKLAHOMA STATE EMPLOYEES DEFERRED COMPENSATION PLAN,  


   DEFERRED SAVINGS INCENTIVE PLAN, AND  


   DEFINED CONTRIBUTION PLAN, CONTINUED 
 


Defined Contribution Plan 
 


Pathfinder is a mandatory defined contribution plan for eligible state employees who first became 


employed by a participating employer on or after November 1, 2015, and who have no prior 


participation in OPERS. 
 


Under this plan, members choose a contribution rate, which is matched by their employer up to 7%, 


and members have the freedom to select and change their investments.  A defined contribution plan 


like Pathfinder does not provide a guaranteed lifetime source of income.  The amount a participant 


has at retirement under a defined contribution plan is dependent upon how much was contributed 


over his/her career, how well those investments performed, and how quickly distributions are taken 


in retirement. 
 


The Pathfinder plan is one retirement plan with two components:  a savings incentive 401(a) plan 


for mandatory contributions; and a deferred compensation 457(b) plan for additional voluntary 


contributions.  The mandatory 401(a) plan contribution is 4.5% of the participant’s annual salary, 


and state agency employers contribute an additional 6%.  In addition, the participant can receive an 


additional 1% matching contribution when they make a voluntary contribution of 2.5% to the 


457(b) plan.  The agency contributes 16.5% to all eligible employees.  The amounts not used for 


matching with Pathfinder are given to OPERS and do not come back to the agency. 
 


(12) RISK MANAGEMENT 
 


The Risk Management Division of the Division of Capital Assets Management, a Division of the 


Office of Management and Enterprise Services, (the “Division”) is responsible for the acquisition 


and administration of all insurance purchased by the State of Oklahoma or administration of any 


self-insurance plans and programs adopted for use by the State of Oklahoma for certain 


organizations and bodies outside of state government, at the sole expense of such organizations and 


bodies. 
 


The Division is authorized to settle claims of the State of Oklahoma and shall govern the 


dispensation and/or settlement of claims against a political subdivision.  In no event shall self-


insurance coverage provided by the State of Oklahoma, an agency, or other covered entity exceed 


the limitations on the maximum dollar amount of liability specified by the Oklahoma Government 


Tort Claims Act, as provided by Title 51 O.S. Supp. 1988, Section 154.  The Division oversees the 


collection of claims owed to the State of Oklahoma incurred as the result of a loss through the 


wrongful or negligent act of a private person or other entity. 
 


The Division is also charged with the responsibility to immediately notify the attorney general of 


any claims against the State of Oklahoma presented to the Division.  The Division purchases 


insurance policies through third-party insurance carriers that ultimately inherit the risk of loss.  The 


Division annually assesses each state agency, including ODOC, their pro rata share of the premiums 


purchased.  ODOC has no obligations to any claims submitted against ODOC. 
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(13) NATIVE AMERICAN CULTURAL AND EDUCATIONAL AUTHORITY (NACEA) 
 


The objective of NACEA is to promote the history and culture of Native Americans for the mutual 


benefit of the state of Oklahoma and its Native American and non-Native American citizens.  The 


operations of NACEA which flow through ODOC are included in ODOC’s General Fund.   
 


ODOC receives state appropriations yearly for NACEA’s operation.  Since the responsibilities of 


NACEA were transferred to the Office of Management and Enterprise Services (OMES) at 


July 1, 2018, ODOC did not receive any state appropriations earmarked for NACEA for the year 


ended June 30, 2019.  ODOC received state appropriations earmarked for NACEA of approximately 


$5,972,000 for the year ended June 30, 2018.  For the years ended June 30, 2019 and 2018, NACEA’s 


expenditures, as administered by ODOC, were approximately $234,000 and $6,923,000, respectively. 
 


House Bill 2237, which was signed into law May 15, 2015, allows for the transfer of responsibility 


for operation and maintenance of the American Indian Cultural Center and Museum (AICCM) and 


NACEA’s unimproved property to the City of Oklahoma City, contingent upon the City of Oklahoma 


City and the State of Oklahoma executing a final agreement by January 15, 2016, containing certain 


minimum provisions listed in House Bill 2237.  The agreement was signed by the City of Oklahoma 


City and the State of Oklahoma. 
 


Under the agreement, all unimproved property will transfer to the City of Oklahoma City for the 


purpose of commercial redevelopment, and an AICCM Completion Revolving Fund was created for 


the deposit of all non-state and non-federal donations, contributions, gifts, and bequests for the 


purpose of completing the AICCM.  The bill also authorizes the OCIA to issue obligations for funding 


the completion of the AICCM upon the certification of the director of OMES that at least $10,000,000 


has been deposited into the Completion Revolving Fund. 
 


On August 29, 2017, the State of Oklahoma signed a Memorandum of Understanding with the 


American Indian Cultural Center Foundation, the City of Oklahoma City, and AICCM Land 


Development, LLC, a wholly owned subsidiary of the Chickasaw Nation, which details the 


participation of each party in reviewing construction plans and agreements for the completion of the 


AICCM.  In addition, City of Oklahoma City staff and members of the Chickasaw Nation have been 


working together to reach an agreement that will allow for the sale and purchase of undeveloped real 


property surrounding the AICCM and for operation of the AICCM after construction. 
 


Upon completion of the AICCM, NACEA will terminate and all functions and assets other than 


unexpended funds for operational expenses or debt service will transfer to a public trust. 
 


House Bill 2237 also states that, should the City of Oklahoma City and the State of Oklahoma come 


to an agreement, no further appropriations will be made to NACEA for the purpose of operating the 


AICCM; however, appropriations will be made to NACEA or a successor state entity for the purpose 


of paying debt service or other obligations for the benefit of NACEA. 
 


At July 1, 2018, the responsibilities of NACEA transferred to OMES, including all future liabilities 


and fund balances. 
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(14) TAX ABATEMENTS 
 


While ODOC does not have tax assessment authority, it does perform certain administrative 


procedures for the following tax abatement programs: 
 


• Oklahoma Quality Jobs Program—was established by the Legislature (68 O.S. § 3601) to 


provide an incentive for companies to expand or relocate jobs to Oklahoma.  Companies 


meeting certain statutory requirements can receive a rebate up to 5% of new taxable payroll 


for up to 10 years.  The requirements include creating jobs within a qualifying industry as 


noted by the North American Industry Classification System (NAICS) description; paying 


wages on the newly created jobs equal to the average county wage or state threshold wage, 


whichever is lower; achieving $2,500,000 in new annual taxable payroll within 3 years; and 


offering basic health insurance to employees within 180 days of employment.  Companies 


can receive up to a 6% rebate if at least 10% of new payroll is comprised of qualified military 


veterans.   
 


Under certain circumstances, some program requirements may be amended or waived.   
 


A company that participates in the Oklahoma Quality Jobs Program but fails to maintain a 


business presence in the state of Oklahoma within 3 years of start date must repay all program 


benefits that they received and may not re-apply for the program for 1 year following 


dismissal.   
 


• Small Employer Quality Jobs Program—was established by the Legislature 


(68 O.S. § 3901) to provide appropriate incentives to support the creation of quality jobs, 


particularly for small businesses, in basic industries in the state of Oklahoma.  Companies 


applying for the Small Employer Quality Jobs Program must have 90 employees or less at 


the time of application to the program.  Rebates under the program are received for up to 


7 years.  Program requirements include creating a minimum number of new jobs based on 


the population of the community where the company is located; having 35% out-of-state 


sales for the first two years and subsequently 60% out-of-state sales; paying the newly 


created jobs at 110% of the average county wage; and offering basic health insurance within 


180 days of employment (the employee must not pay more than 50% of the premium).  
 


Benefits are not payable until the company has attained both the minimum number of new 


jobs and the required average wage.   
 


The Oklahoma Quality Jobs Act and the Oklahoma Small Employer Quality Jobs Act offer 


specific benefits for companies locating in certain economically distressed geographic areas. 
 


For the Oklahoma Quality Jobs Program, companies locating in “Automatic 5% Counties” 


may qualify for a 5% net benefit rate.  Within “Opportunity Zones,” in addition to a 5% net 


benefit rate, average wage requirements may be waived in the Oklahoma Quality Jobs 


Program.  Other thresholds will still need to be met in order for a company to qualify for the 


Oklahoma Quality Jobs Program.   
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(14) TAX ABATEMENTS, CONTINUED 
 


• 21st Century Quality Jobs Program—was established by the Legislature (68 O.S. § 3911) 


to provide appropriate incentives to attract growth industries and sectors to Oklahoma in the 


21st century through a policy of rewarding businesses with a highly skilled, knowledge-based 


workforce.  The program allows a net benefit rate of up to 10% of payroll for up to 10 years 


and requires at least 10 full-time jobs at an annual average wage of the lesser of $95,243 (the 


state wage, which is indexed every year) or 300% of the county’s average wage.  Out-of-


state sales for the company must be at least 50% for most participants.  The program targets 


industries such as knowledge-based industries, including professional, scientific, and 


technical services; music, film, and performing arts; and specialty hospitals.  
 


ODOC does not grant rebates, but assists the Oklahoma Tax Commission with certain administrative 


functions for the programs.  Further details as to the actual amounts of tax abatements and companies 


involved can be obtained from the June 30, 2019, financial statements of the State of Oklahoma. 
 


(15) COMMITMENTS AND CONTINGENT LIABILITIES 
 


Grant Programs 
 


 In the normal course of operations, ODOC participates in a number of federally assisted grant programs.  


These programs are subject to audits by the grantors or their representatives.  Such audits could lead to 


requests for reimbursement by the grantor agency for expenditures disallowed under the terms of the 


grant.  During 2016, the Office of Inspector General (OIG) of the U.S. Department of Housing and 


Urban Development (HUD) performed a review of the State of Oklahoma Community Development 


Block Grant Disaster Recovery (CDBG-DR) program administered by ODOC.  On 


September 30, 2016, the OIG issued its report.  The report notes instances of lack of adequate 


documentation supporting certain obligations and expenditures.  The report notes lack of supporting 


documentation for approximately $11.7 million in obligations, which includes approximately 


$4.3 million of expenditures.  ODOC has provided and continues to provide additional documentation 


to the OIG.  ODOC believes it has properly complied with the requirements of HUD in relation to the 


CDBG-DR program and will work with the OIG and HUD to resolve the matters noted in the report.  


HUD subsequently performed a monitoring visit during FY-2017 as required by the program and to 


better evaluate the OIG finding.  The monitoring report, which was issued April 13, 2017, contained 


eight findings.  HUD performed a second monitoring visit in May 2018.  Six of the eight original 


findings were closed; however, the monitoring resulted in five new findings.  ODOC prepared a 


response to the findings in October 2018.  Following ODOC’s response, one finding was closed.  The 


remaining four findings remain open pending HUD’s review, which will take place in September 2019.   
 


In the administration of its grant programs, ODOC subcontracts with numerous subgrantees 


throughout the state of Oklahoma to accomplish the overall goals of grant agreements.  In the 


administration of subgrantee activities, ODOC requires that an audit of the subgrantee’s financial 


statements be performed by independent certified public accountants on an annual basis.  While the 


subgrantee is held accountable for all questioned costs, ODOC is ultimately responsible to the grantor 


agency for the funds it receives.  ODOC’s policy is to require subgrantees to resolve questioned costs 


on a timely basis. 
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(15) COMMITMENTS AND CONTINGENT LIABILITIES, CONTINUED 


 


Leasing Agreements 


 


ODOC leases space and various items of equipment under annual renewable operating leases.  As of 


June 30, 2019 and 2018, there were no significant operating lease commitments outstanding. 


 


Legal 


 


ODOC is occasionally involved in legal proceedings in the normal course of operations.  At 


June 30, 2019, there was no litigation outstanding. 
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Original


Budget


Final


Budget


Actual on


Budgetary Basis Variance


Revenues:


  State appropriations 29,518,833$      37,179,233      34,518,833          (2,660,400)      


  Federal grant revenues and 


    program income 48,404,340        49,204,340      33,107,876          (16,096,464)    


  Other 345,831             369,831           1,159,536            789,705          


Total revenues 78,269,004        86,753,404      68,786,245          (17,967,159)    


Expenditures:


  Subgrantee expenditures 60,899,175        61,555,838      48,595,697          12,960,141     


  Salaries, wages, and benefits 8,757,820          9,528,550        8,203,486            1,325,064       


  Contractual and professional 1,414,069          1,755,469        2,641,925            (886,456)         


  Travel 621,878             665,096           523,192               141,904          


  Capitol dome leases and space 


    and equipment rental 637,692             637,692           471,739               165,953          


  Equipment 12,500               12,500             20,061                 (7,561)             


  Maintenance 226,006             226,006           168,399               57,607            


  Miscellaneous administrative


    expenses 5,778,910          12,666,968      1,325,036            11,341,932     


Total expenditures 78,348,050        87,048,119      61,949,535          25,098,584     


Revenues less than expenditures (79,046)$           (294,715)         6,836,710            (7,131,425)      


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


COMBINED STATEMENTS OF REVENUES AND EXPENDITURES—BUDGET TO 


  ACTUAL (BUDGETARY BASIS)—GENERAL FUND


Year Ended June 30, 2019
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Original


Budget


Final


Budget


Actual on


Budgetary Basis Variance


Revenues:


  State appropriations 24,037,931$      30,331,223      30,061,882          (269,341)         


  Federal grant revenues and 


    program income 63,160,364        63,160,364      43,885,239          (19,275,125)    


  Other 468,254             628,783           5,186,693            4,557,910       


Total revenues 87,666,549        94,120,370      79,133,814          (14,986,556)    


Expenditures:


  Subgrantee expenditures 75,971,300        76,198,629      58,471,763          17,726,866     


  Salaries, wages, and benefits 8,032,566          7,046,313        8,163,278            (1,116,965)      


  Contractual and professional 1,798,269          2,164,664        4,649,708            (2,485,044)      


  Travel 654,012             750,497           395,360               355,137          


  Capitol dome leases and space 


    and equipment rental 648,532             6,117,139        5,366,421            750,718          


  Equipment 16,000               206,938           25,019                 181,919          


  Maintenance 188,621             343,979           225,462               118,517          


  Miscellaneous administrative


    expenses 3,515,458          16,511,652      2,196,085            14,315,567     


Total expenditures 90,824,758        109,339,811    79,493,096          29,846,715     


Revenues less than expenditures (3,158,209)$      (15,219,441)    (359,282)              (14,860,159)    


COMBINED STATEMENTS OF REVENUES AND EXPENDITURES—BUDGET TO 


  ACTUAL (BUDGETARY BASIS)—GENERAL FUND, CONTINUED


Year Ended June 30, 2018


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE
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Actual per


Audit Report


Adjustment to


Budgetary Basis


Actual on


Budgetary Basis


Revenues:


  State appropriations 34,518,833$      -                       34,518,833      


  Federal grant revenues 32,340,315        767,561           33,107,876      


  Other 3,886,937          (2,727,401)       1,159,536        


Total revenues 70,746,085        (1,959,840)       68,786,245      


Expenditures:


  Subgrantee expenditures 48,595,697        -                       48,595,697      


  Salaries, wages, and benefits 8,203,486          -                       8,203,486        


  Contractual and professional 2,641,925          -                       2,641,925        


  Travel 523,192             -                       523,192           


  Debt service on capitol dome leases and


    space and equipment rental 471,739             -                       471,739           


  Equipment 20,061               -                       20,061             


  Maintenance 151,003             17,396             168,399           


  Miscellaneous administrative expenses 18,793,563        (17,468,527)     1,325,036        


Total expenditures 79,400,666        (17,451,131)     61,949,535      


Revenues (less than) in excess of expenditures (8,654,581)$      15,491,291      6,836,710        


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


RECONCILIATION OF DIFFERENCES BETWEEN BUDGETARY BASIS AND 


  REPORT BASIS—GENERAL FUND


Year Ended June 30, 2019
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Actual per


Audit Report


Adjustment to


Budgetary Basis


Actual on


Budgetary Basis


Revenues:


  State appropriations 30,061,882$      -                       30,061,882      


  Federal grant revenues 42,750,093        1,135,146        43,885,239      


  Other 8,431,949          (3,245,256)       5,186,693        


Total revenues 81,243,924        (2,110,110)       79,133,814      


Expenditures:


  Subgrantee expenditures 58,471,763        -                       58,471,763      


  Salaries, wages, and benefits 7,961,125          202,153           8,163,278        


  Contractual and professional 3,666,587          983,121           4,649,708        


  Travel 395,386             (26)                   395,360           


  Debt service on capitol dome leases and


    space and equipment rental 487,575             4,878,846        5,366,421        


  Equipment 25,019               -                       25,019             


  Maintenance 221,414             4,048               225,462           


  Miscellaneous administrative expenses 10,376,133        (8,180,048)       2,196,085        


Total expenditures 81,605,002        (2,111,906)       79,493,096      


Revenues (less than) in excess of expenditures (361,078)$         1,796               (359,282)          


Year Ended June 30, 2018


RECONCILIATION OF DIFFERENCES BETWEEN BUDGETARY BASIS AND 


  REPORT BASIS—GENERAL FUND, CONTINUED


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE
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STATE OF OKLAHOMA DEPARTMENT OF COMMERCE 


 


NOTES TO REQUIRED SUPPLEMENTARY INFORMATION 


Years Ended June 30, 2019 and 2018 


 


 


• In preparing its budget, ODOC is allowed to budget estimated revenues, expenditures, and available 


cash on-hand.  The budgeted expenditures in excess of revenues for 2019 and 2018 were budgeted to 


be funded with available cash on-hand. 


 


• Certain appropriations, if unexpended, may be transferred to the next fiscal year’s budget for 


expenditures.  Unexpended amounts so transferred may then be rebudgeted in the next fiscal year.  


Unexpended 2018 amounts transferred to 2019 and rebudgeted approximated $2,660,000.  


Unexpended 2017 amounts transferred to 2018 and rebudgeted approximated $2,615,000. 


 


• The budget for the General Fund includes the originally approved appropriations for expenditures as 


adjusted for budget reductions, supplementary appropriations, and approved transfers between budget 


categories. 


 


• Encumbrance accounting, under which purchase orders, contracts, and other commitments for the 


expenditure of monies are recorded in order to reserve a portion of the applicable appropriations, is 


employed as an extension of the formal budgetary process of the General Fund. 
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 2019  2018  2017
(2) 


 2016
(2)  


 2015
(2)  


ODOC's proportion of 


  the net pension liability 0.31282374% 0.31654233% 0.29806652% 0.34115499% 0.40678366%


ODOC's proportionate share


  of the net pension liability 610,141$         1,711,428      2,957,508      1,227,080      783,224         


   


ODOC's covered payroll 4,659,218$      4,758,673      5,008,509      5,894,624      6,965,782      


ODOC's proportionate share


  of the net pension liability


  as a percentage of its


  covered payroll 13.10% 35.96% 59.05% 20.82% 11.24%


OPERS' fiduciary net 


  position as a percentage 


  of the total pension liability 97.96% 94.28% 89.48% 96.00% 97.90%


__________


      


Only the last 5 fiscal years are presented because 10-year data is not readily available.


       
 (2) 


The amounts presented were net of NACEA.


SCHEDULE OF ODOC'S PROPORTIONATE SHARE OF


   THE NET PENSION LIABILITY


Exhibit I


Oklahoma Public Employees Retirement System


Last 5 Fiscal Years
(1)


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


        
(1) 


The amounts presented for each fiscal year were determined as of June 30 of the prior year.
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Oklahoma Public Employees Retirement System


    2019  2018  2017*  2016*  2015*  2014*  2013*


Contractually required contribution 688,896$    710,531    785,181    826,404    972,613    1,149,354 1,160,264 


Contributions in relation to 


  the contractually required contributions 688,896      710,531    785,181    826,404    972,613    1,149,354 1,160,264 


Contribution deficiency (excess) -$                -                -                -                -                -                -                


ODOC's covered payroll 4,517,351$ 4,659,218 4,758,673 5,008,509 5,894,624 6,965,782 7,031,903 


Contributions as a percentage of covered payroll 15.25% 15.25% 16.50% 16.50% 16.50% 16.50% 16.50%


_________


Only the last 7 fiscal years are presented because 10-year data is not readily available.


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


Last 7 Fiscal Years 


Exhibit II


SCHEDULE OF ODOC'S CONTRIBUTIONS


       *
 
The amounts presented were net of NACEA.
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Last 2 Fiscal Years*


 2019  2018 


ODOC's proportion of the net OPEB (asset) liability 0.31282374% 0.31654233%


  


ODOC's proportionate share of


  the net OPEB (asset) liability (40,482)$        36,257          


 


ODOC's covered payroll 4,659,218      4,758,673     


ODOC's proportionate share of the net OPEB


  (asset) liability as a percentage of its


  covered payroll (0.87)% 0.76%


OPERS' fiduciary net position as a percentage of 


  the total OPEB liability 103.94% 96.50%


__________


SCHEDULE OF ODOC'S PROPORTIONATE SHARE OF


   THE NET OPEB LIABILITY


Only the last 2 fiscal years are presented because 10-year data is not readily available.


        *The amounts presented for the fiscal year were determined as of June 30 of the prior year.


Exhibit III


Oklahoma Public Employees Health Insurance Subsidy Plan


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE
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Exhibit IV


    2019  2018 


Contractually required contribution 57,988$      58,353         


Contributions in relation to the 


  contractually required contributions 57,988        58,353         


Contribution deficiency (excess) -$                -                  


ODOC's covered payroll 4,639,040$ 4,659,218    


Contributions as a percentage of covered payroll 1.25% 1.25%


Only the last 2 fiscal years is presented because 10-year data is not readily available.


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


Last 2 Fiscal Years


SCHEDULE OF ODOC'S CONTRIBUTIONS


Oklahoma Public Employees Health Insurance Subsidy Plan
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Last 2 Fiscal Years


 2019  2018 


Total OPEB liability:


  Service cost 13,313$          15,271          


  Interest 13,613            11,602          


  Actual experience (5,334)            -                    


  Changes in assumptions (1,384)            (19,101)         


  Benefits paid (28,239)          (32,777)         


Net change in total OPEB liability (8,031)            (25,005)         


  


Total OPEB liability—beginning 383,072          408,077        


Total OPEB liability—ending 375,041$        383,072        


Covered-employee payroll 4,659,218$     4,758,683     


Total OPEB liability as a percentage of 


  covered-employee payroll 8.05% 8.05%


SCHEDULE OF ODOC'S CHANGES IN TOTAL OPEB LIABILITY AND RELATED RATIOS


The discount rate used for 2019 is 3.87% and the discount rate used for 2018 was 3.58%.


Exhibit V


Implicit Rate Subsidy of Health Insurance OPEB Liability


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


Only the last 2 fiscal years are presented because 10-year data is not readily available.


 







 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


STATE OF OKLAHOMA 


DEPARTMENT OF COMMERCE 


 


REPORTS AND SCHEDULES REQUIRED BY 


GOVERNMENT AUDITING STANDARDS AND 


THE UNIFORM GUIDANCE 
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Federal Grantor/Pass-Through 


Grantor/Program or Cluster Title


Federal


CFDA


Number


Grant


Number/


Pass-Through Entity 


Identifying Number


Passed


 Through to


 Subrecipients


Total 


Federal


Expenditures


DEPARTMENT OF ENERGY PROGRAMS—


  PASSED THROUGH STATE OF OKLAHOMA


  GOVERNOR'S OFFICE


    State Energy Program 81.041   


      FY 18 DE-EE0007488 762,798$               1,029,847              


      FY 17 DE-EE0007488 (568)                       (568)                       


762,230                 1,029,279              


    Weatherization 81.042*


      FY 19 DE-EE0007944 41,561                   133,807                 


      FY 18 DE-EE0007944 2,527,034              2,701,592              


      FY 17 DE-EE0007944 (9,818)                    (9,818)                    


2,558,777              2,825,581              


Total Department of Energy Programs 3,321,007              3,854,860              


 (Continued)


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


SCHEDULE OF EXPENDITURES OF FEDERAL AWARDS


Year Ended June 30, 2019
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Federal Grantor/Pass-Through 


Grantor/Program or Cluster Title


Federal


CFDA


Number


Grant


Number/


Pass-Through Entity 


Identifying Number


Passed


 Through to


 Subrecipients


Total 


Federal


Expenditures


DEPARTMENT OF HOUSING AND


  URBAN DEVELOPMENT PROGRAMS


    Community Development Block Grants—


      State-Administered Small Cities Program Cluster
14.228*


        FY 19 B-19-DC-40-0001 -                             45,778                   


        FY 18 B-18-DC-40-0001 1,987,163              2,504,711              


        FY 17 B-17-DC-40-0001 4,955,873              4,961,215              


        FY 16 B-16-DC-40-0001 1,649,741              1,655,830              


        FY 15 B-15-DC-40-0001 770,499                 771,220                 


        FY 14 B-14-DC-40-0001 412,583                 412,583                 


        FY 13 B-13-DC-40-0001 101,357                 101,564                 


        FY 12 B-12-DC-40-0001 1,101,895              1,077,592              


        FY 11 B-11-DC-40-0001 115,621                 115,621                 


        FY 10 B-10-DC-40-0001 212,711                 212,711                 


        FY 09 B-09-DC-40-0001 39,000                   39,000                   


        FY 07 B-07-DC-40-0001 79,289                   79,289                   


        FY 01 B-01-DC-40-0001 2,000                     2,000                     


        CDBG—ED N/A 792,877                 793,287                 


        CDBG—CD N/A 873,081                 873,081                 


        CDBG—Disaster Recovery 14.269* B-13-DS-40-0001 6,371,759              6,763,197              


19,465,449            20,408,679            


(Continued)


Year Ended June 30, 2019


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


SCHEDULE OF EXPENDITURES OF FEDERAL AWARDS, CONTINUED
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Federal Grantor/Pass-Through 


Grantor/Program or Cluster Title


Federal


CFDA


Number


Grant


Number/


Pass-Through Entity 


Identifying Number


Passed


 Through to


 Subrecipients


Total 


Federal


Expenditures


DEPARTMENT OF HOUSING AND


  URBAN DEVELOPMENT PROGRAMS, CONTINUED


    Emergency Solutions Grant Program 14.231*  


      FY 19 E-19-DC-40-0001 -                             4,646                     


      FY 18 E-18-DC-40-0001 1,191,648              1,247,540              


      FY 17 E-17-DC-40-0001 514,948                 515,134                 


      FY 16 E-16-DC-40-0001 (607)                       (607)                       


1,705,989              1,766,713              


Total Department of Housing and


  Urban Development Programs
21,171,438            22,175,392            


DEPARTMENT OF HEALTH AND


  HUMAN SERVICES PROGRAMS


    Community Services Block Grant 93.569*


      FY 19 G19B1OKCOSR 1,723,920              1,958,925              


      FY 18 G18B1OKCOSR 5,256,807              5,488,520              


      FY 17 G17B1OKCOSR 876,374                 889,270                 


      FY 12 G12B1OKCOSR -                             919                        


      FY 11 G11B1OKCOSR -                             4,519                     


      FY 10 G10B1OKCOSR -                             (5,437)                    


7,857,101              8,336,716              


    Head Start 93.600


      FY 19 06CD4019-04-00 55,658                   55,658                   


      FY 18 06CD4019-03-00 101,153                 101,153                 


156,811                 156,811                 
 


(Continued)


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


SCHEDULE OF EXPENDITURES OF FEDERAL AWARDS, CONTINUED


Year Ended June 30, 2019
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Federal Grantor/Pass-Through 


Grantor/Program or Cluster Title


Federal


CFDA


Number


Grant


Number/


Pass-Through Entity 


Identifying Number


Passed


 Through to


 Subrecipients


Total 


Federal


Expenditures


DEPARTMENT OF HEALTH AND


  HUMAN SERVICES PROGRAMS—


  PASSED THROUGH OKLAHOMA


  DEPARTMENT OF HUMAN SERVICES


    LIHEAP 93.568*


      FY 18 FFY18 Weatherization 964,154                 1,009,154              


      FY 17 FFY17 Weatherization 344,335                 344,335                 


1,308,489              1,353,489              


Total Department of Health and Human 


  Services Programs
9,322,401              9,847,016              


DEPARTMENT OF COMMERCE


  Economic Development Administration Grant 11.307 08-79-04989 -                             31,606                   


TOTAL 33,814,846$          35,908,874            
________
       *A major program as determined by the auditors.


STATE OF OKLAHOMA DEPARTMENT OF COMMERCE


SCHEDULE OF EXPENDITURES OF FEDERAL AWARDS, CONTINUED


Year Ended June 30, 2019


 







STATE OF OKLAHOMA DEPARTMENT OF COMMERCE 


 


NOTES TO SCHEDULE OF EXPENDITURES OF FEDERAL AWARDS 


 


Year Ended June 30, 2019 
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(1) BASIS OF PRESENTATION 


 


The accompanying schedule of expenditures of federal awards (the “Schedule”) includes the federal 


grant activity of ODOC under programs of the federal government for the year ended June 30, 2019.  


The information in this Schedule is presented in accordance with the requirements of Title 2 U.S. 


Code of Federal Regulations (CFR) Part 200, Uniform Administrative Requirements, Cost Principles, 


and Audit Requirements of Federal Awards (“Uniform Guidance”).  Because the Schedule presents 


only a selected portion of the operations of ODOC, it is not intended to and does not present the 


financial position or changes in financial position of ODOC. 


 


(2) SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 


 


Expenditures reported on the Schedule are reported on the modified accrual basis of accounting.  Such 


expenditures are recognized following the cost principles contained in OMB’s Uniform Guidance 


(2 CFR Part 200, Subpart E), wherein certain types of expenditures are not allowable or are limited 


as to reimbursement.  Negative amounts shown on the Schedule represent adjustments or credits made 


in the normal course of business to amounts reported as expenditures in prior years.  


 


(3) RECONCILIATION OF REVENUES TO EXPENDITURES OF FEDERAL AWARDS 


 


 The following reconciliation reports the revenues utilized for the expenditures shown on the schedule 


of expenditures of federal awards as of June 30, 2019: 


 


 


Federal grant revenues 32,340,315$        


Program income 767,561               


Interest 349,881               


Other 2,451,117            


Expenditures of federal awards 35,908,874$        


 
 







STATE OF OKLAHOMA DEPARTMENT OF COMMERCE 


 


NOTES TO SCHEDULE OF EXPENDITURES OF FEDERAL AWARDS, CONTINUED 
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(4) EXPENDITURES AND SUBGRANTEES 


 


For the year ended June 30, 2019, subgrantees of ODOC expended $33,814,846, or 94.17%, of federal 


expenditures. 


 


The schedule of expenditures of federal awards totals $35,908,874.  The amount of federal 


expenditures used to determine major programs was $35,908,874.   


 


(5) INDIRECT COST RATE 


 


ODOC has a fixed indirect cost rate (a percentage of direct salaries and wages, including applicable 


fringe benefits) approved by the U.S. Department of Labor for use in charging indirect costs.  ODOC’s 


indirect cost rate for the year ended June 30, 2019, was 46.47%. 
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1421 East 45th Street • Shawnee, OK  74804 
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INDEPENDENT AUDITORS’ REPORT ON  


  INTERNAL CONTROL OVER FINANCIAL REPORTING AND  


  ON COMPLIANCE AND OTHER MATTERS BASED ON  


  AN AUDIT OF FINANCIAL STATEMENTS PERFORMED IN  


  ACCORDANCE WITH GOVERNMENT AUDITING STANDARDS 
 


State of Oklahoma 


  Department of Commerce 
 


We have audited, in accordance with the auditing standards generally accepted in the United States and 


the standards applicable to financial audits contained in Government Auditing Standards issued by the 


Comptroller General of the United States, the financial statements of the governmental activities and the 


General Fund of the State of Oklahoma Department of Commerce (ODOC), which is a part of the State 


of Oklahoma financial reporting entity, as of and for the year ended June 30, 2019, and the related notes 


to the financial statements, which collectively comprise ODOC’s basic financial statements, and have 


issued our report thereon dated October 21, 2019.  Our report includes an explanatory paragraph to 


emphasize the fact that the financial statements include only that portion of the State of Oklahoma that is 


attributable to transactions of ODOC.  Our report includes a paragraph to disclose results from a recent 


report from the Office of Inspector General of the U.S. Department of Housing and Urban Development.  


In addition, our report includes an explanatory paragraph disclaiming an opinion on required 


supplementary information. 
 


Internal Control Over Financial Reporting 
 


In planning and performing our audit of the financial statements, we considered ODOC’s internal control 


over financial reporting (“internal control”) to determine the audit procedures that are appropriate in the 


circumstances for the purpose of expressing our opinions on the financial statements, but not for the 


purpose of expressing an opinion on the effectiveness of ODOC’s internal control.  Accordingly, we do 


not express an opinion on the effectiveness of ODOC’s internal control. 
 


A deficiency in internal control exists when the design or operation of a control does not allow 


management or employees, in the normal course of performing their assigned functions, to prevent, or 


detect and correct, misstatements on a timely basis.  A material weakness is a deficiency, or a combination 


of deficiencies, in internal control, such that there is a reasonable possibility that a material misstatement 


of the entity’s financial statements will not be prevented, or detected and corrected, on a timely basis.  A 


significant deficiency is a deficiency, or a combination of deficiencies, in internal control that is less severe 


than a material weakness, yet important enough to merit attention by those charged with governance. 
 


Our consideration of internal control was for the limited purpose described in the first paragraph of this 


section and was not designed to identify all deficiencies in internal control that might be material 


weaknesses or significant deficiencies.  Given these limitations, during our audit we did not identify any 


deficiencies in internal control that we consider to be material weaknesses.  However, material weaknesses 


may exist that have not been identified. 
 


 (Continued) 
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INDEPENDENT AUDITORS’ REPORT ON  


  INTERNAL CONTROL OVER FINANCIAL REPORTING AND  


  ON COMPLIANCE AND OTHER MATTERS BASED ON  


  AN AUDIT OF FINANCIAL STATEMENTS PERFORMED IN  


  ACCORDANCE WITH GOVERNMENT AUDITING STANDARDS, CONTINUED 


 


Compliance and Other Matters 


 


As part of obtaining reasonable assurance about whether ODOC’s financial statements are free from 


material misstatement, we performed tests of its compliance with certain provisions of laws, regulations, 


contracts, and grant agreements, noncompliance with which could have a direct and material effect on the 


determination of financial statement amounts.  However, providing an opinion on compliance with those 


provisions was not an objective of our audit, and accordingly, we do not express such an opinion.  The 


results of our tests disclosed no instances of noncompliance or other matters that are required to be 


reported under Government Auditing Standards. 


 


Purpose of This Report 


 


The purpose of this report is solely to describe the scope of our testing of internal control and compliance 


and the results of that testing, and not to provide an opinion on the effectiveness of the entity’s internal 


control or on compliance.  This report is an integral part of an audit performed in accordance with 


Government Auditing Standards in considering the entity’s internal control and compliance.  Accordingly, 


this communication is not suitable for any other purpose. 


 


 


 


 


 


Shawnee, Oklahoma 


October 21, 2019 
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INDEPENDENT AUDITORS’ REPORT ON COMPLIANCE FOR 


  EACH MAJOR PROGRAM AND ON INTERNAL CONTROL OVER 


  COMPLIANCE REQUIRED BY THE UNIFORM GUIDANCE 
 


State of Oklahoma 


  Department of Commerce 
 


Report on Compliance for Each Major Federal Program 
 


We have audited the State of Oklahoma Department of Commerce’s (ODOC), which is a part of the State 


of Oklahoma financial reporting entity, compliance with the types of compliance requirements described 


in the OMB Compliance Supplement that could have a direct and material effect on each of ODOC’s major 


federal programs for the year ended June 30, 2019.  ODOC’s major federal programs are identified in the 


summary of auditors’ results section of the accompanying schedule of findings and questioned costs. 
 


Management’s Responsibility 
 


Management is responsible for compliance with federal statutes, regulations, and the terms and conditions 


of its federal awards applicable to its federal programs. 
 


Auditors’ Responsibility 
 


Our responsibility is to express an opinion on compliance for each of ODOC’s major federal programs 


based on our audit of the types of compliance requirements referred to above.  We conducted our audit of 


compliance in accordance with auditing standards generally accepted in the United States; the standards 


applicable to financial audits contained in Government Auditing Standards, issued by the Comptroller 


General of the United States; and the audit requirements of Title 2 U.S. Code of Federal Regulations 


(CFR) Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 


Federal Awards (“Uniform Guidance”).  Those standards and the Uniform Guidance require that we plan 


and perform the audit to obtain reasonable assurance about whether noncompliance with the types of 


compliance requirements referred to above that could have a direct and material effect on a major federal 


program occurred.  An audit includes examining, on a test basis, evidence about ODOC’s compliance 


with those requirements and performing such other procedures as we considered necessary in the 


circumstances. 
 


We believe that our audit provides a reasonable basis for our opinion on compliance for each major federal 


program.  However, our audit does not provide a legal determination of ODOC’s compliance.  
 


Opinion on Each Major Federal Program 
 


In our opinion, ODOC complied in all material respects, with the types of compliance requirements 


referred to above that could have a direct and material effect on each of its major federal programs for the 


year ended June 30, 2019. 


(Continued) 
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INDEPENDENT AUDITORS’ REPORT ON COMPLIANCE FOR 


  EACH MAJOR PROGRAM AND ON INTERNAL CONTROL OVER 


  COMPLIANCE REQUIRED BY THE UNIFORM GUIDANCE, CONTINUED 


 


Report on Internal Control Over Compliance 


 


Management of ODOC is responsible for establishing and maintaining effective internal control over 


compliance with the types of compliance requirements referred to above.  In planning and performing our 


audit of compliance, we considered ODOC’s internal control over compliance with the types of 


requirements that could have a direct and material effect on each major federal program to determine the 


auditing procedures that are appropriate in the circumstances for the purpose of expressing an opinion on 


compliance for each major federal program and to test and report on internal control over compliance in 


accordance with the Uniform Guidance, but not for the purpose of expressing an opinion on the 


effectiveness of internal control over compliance. Accordingly, we do not express an opinion on the 


effectiveness of ODOC’s internal control over compliance. 


 


A deficiency in internal control over compliance exists when the design or operation of a control over 


compliance does not allow management or employees, in the normal course of performing their assigned 


functions, to prevent, or detect and correct, noncompliance with a type of compliance requirement of a 


federal program on a timely basis.  A material weakness in internal control over compliance is a 


deficiency, or a combination of deficiencies, in internal control over compliance, such that there is a 


reasonable possibility that material noncompliance with a type of compliance requirement of a federal 


program will not be prevented, or detected and corrected, on a timely basis.  A significant deficiency in 


internal control over compliance is a deficiency, or a combination of deficiencies, in internal control over 


compliance with a type of compliance requirement of a federal program that is less severe than a material 


weakness in internal control over compliance, yet important enough to merit attention by those charged 


with governance. 


 


Our consideration of internal control over compliance was for the limited purpose described in the first 


paragraph of this section and was not designed to identify all deficiencies in internal control over 


compliance that might be material weaknesses or significant deficiencies.  We did not identify any 


deficiencies in internal control over compliance that we consider to be material weaknesses.  However, 


material weaknesses may exist that have not been identified. 


 


The purpose of this report on internal control over compliance is solely to describe the scope of our testing 


of internal control over compliance and the results of that testing based on the requirements of the 


Uniform Guidance.  Accordingly, this report is not suitable for any other purpose. 


 


 


 


 


 


Shawnee, Oklahoma 


October 21, 2019 
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STATE OF OKLAHOMA DEPARTMENT OF COMMERCE 


 


SCHEDULE OF FINDINGS AND QUESTIONED COSTS 


Year Ended June 30, 2019 


 


 


SECTION I—SUMMARY OF AUDITORS’ RESULTS 


 


Financial Statements 


 


Type of auditors’ report issued on whether the financial statements 


  audited were prepared in accordance with accounting principles 


  generally accepted in the United States: Unmodified 


 


Internal control over financial reporting: 


 


Material weakness(es) identified?     


 


Significant deficiency(ies) identified? 


 


Noncompliance material to financial statements noted? 


 


Federal Awards 


 


Internal control over major programs: 


     


Material weakness(es) identified? 


 


Significant deficiency(ies) identified? 


 


Type of auditors’ report issued on compliance for  


  the major federal programs: Unmodified 


 


Any audit findings disclosed that are required to be reported in  


  accordance with 2 CFR Section 200.561(a)? 


 


 Yes  No 


  


 Yes None Reported 


  


 Yes  No 


  


  


  


 Yes  No 


  


 Yes  None Reported 


  


Yes  No 
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STATE OF OKLAHOMA DEPARTMENT OF COMMERCE 


 


SCHEDULE OF FINDINGS AND QUESTIONED COSTS, CONTINUED 


Year Ended June 30, 2019 


 


 


SECTION I—SUMMARY OF AUDITORS’ RESULTS, CONTINUED 
 


Federal Awards, Continued 
 


Identification of major federal programs: 


 


Federal CFDA  


Number 


 


Name of Federal Program or Cluster 


   


  Department of Energy 


81.042    Weatherization 


   


  Department of Housing and Urban Development 


    CDBG Cluster: 


14.228      Community Development Block Grants 


14.269 


 


14.231 


     Community Development Block Grant 


      Disaster Recovery 


      Emergency Solutions Grant Program 


   


  Department of Health and Human Services 


93.569    Community Services Block Grant 


93.568    Low-Income Home Energy Assistance Program 


   


Dollar threshold used to distinguish between type A and type B programs: $1,068,624 


 


Auditee qualified as low-risk auditee? 


 


 


 Yes  No 
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STATE OF OKLAHOMA DEPARTMENT OF COMMERCE 


 


SCHEDULE OF FINDINGS AND QUESTIONED COSTS, CONTINUED 


Year Ended June 30, 2019 


 


 


SECTION II—FINANCIAL STATEMENT FINDINGS 


 


None noted. 


 


SECTION III—FEDERAL AWARD FINDINGS AND QUESTIONED COSTS 


 


None noted. 
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STATE OF OKLAHOMA DEPARTMENT OF COMMERCE 


 


SUMMARY SCHEDULE OF PRIOR AUDIT FINDINGS 


Year Ended June 30, 2019 


 


 


There were no findings or questioned costs noted in the June 30, 2018, audit report. 
 

















































Title 62. Public Finance 
Oklahoma Statutes Citationized
Title 62. Public Finance 
Chapter 1 - State Fiscal Affairs


Oklahoma State Finance Act
Section 34.56 - Special Agency Account Board


Cite as: O.S. §, __ __


A. There is hereby re-created, to continue until July 1, 2008, in accordance with the provisions of the Oklahoma Sunset Law, a 
Special Agency Account Board, to consist of the Director of the Office of Management and Enterprise Services, the State Treasurer 
and the Director of the Legislative Service Bureau. The Board shall have the authority to approve the establishment of agency 
special accounts in the official depository of the State Treasury. In the case of institutions of higher education, the Special Agency 
Account Board, acting in conjunction with the Oklahoma State Regents for Higher Education, shall establish special agency accounts 
as appropriate which shall be consistent with provisions of the Oklahoma State Finance Act, as it relates to institutions in The 
Oklahoma State System of Higher Education.


B. The Board, created by this section, shall adopt procedures including application forms, justification and other pertinent information 
as to the basis for a state agency application for the establishment of agency special accounts.


C. The Board may approve agency special accounts for money received by state agencies for the following purposes:


1. Benefit programs for individuals, including, but not limited to, unemployment compensation, workers' compensation and state 
retirement programs;


2. Revenues produced by activities or facilities ancillary to the operation of a state agency which receive no money, directly or 
indirectly, from or through that state agency, including, but not limited to, revenues from the sales of food at retail level, sales at 
canteens, sales at student unions, sales at student bookstores, receipts from athletic programs and receipts from housing. Provided, 
however, that a state institution of higher learning may purchase necessary equipment and instructional supplies and office supplies 
from a student bookstore, or, subject to authorization by the Oklahoma State Regents for Higher Education, may rent building space 
for institutional use in a building operated by an organization or entity whose existence is ancillary to the operation of a state agency, 
and whose cost was financed in whole or in part with revenue-type bonds; provided, further, that the cost of such office supplies or 
space rental shall not exceed the cost of similar supplies or rentals available commercially;


3. Gifts, devises and bequests with an agency as beneficiary, unless otherwise provided by statute;


4. Evidence funds for law enforcement agencies;


5. Student loan funds and scholarship funds;


6. Funds held in escrow;


7. Land Commission funds;


8. Funds for which the state agency acts as custodian, including, but not limited to, fees from employee earnings approved by the 
governing board of the agency, funds of student organizations including student activity fees collected by an educational institution as 
a separate item in enrollment procedures, professional organizations, patients and inmates;


9. Funds used by the Oklahoma Tax Commission to pay for the filing of liens with the Federal Aviation Administration;


10. Temporary accounts for funds arising from new or amended legislation not otherwise provided for in statute or for other 
emergency situations. Such accounts are to be utilized only pending legislative action directing custody of such funds;
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11. Payment of liability claims against the state;


12. Activities of the various Armory Boards of the Oklahoma Military Department to receive and dispense funds derived by the 
Armory Boards pursuant to Sections 232.6 and 232.7 of Title 44 of the Oklahoma Statutes; and


13. Payment of expenses incurred in connection with the acceptance of payments made with nationally recognized credit cards.


D. The State Treasurer is authorized to accept deposit of money made directly to agency special accounts approved by the Board. 
All money received by a state agency, as described in Section 34.57 of this title, shall be deposited in State Treasury funds or 
accounts and no money shall be deposited in banks or other depositories unless the bank accounts are maintained by the State 
Treasurer or are for the deposit of authorized petty cash funds.


E. Money deposited in agency special accounts shall be disbursed on vouchers issued by the state agency concerned to accomplish 
the purpose for which the money was intended.


F. Funds and revenues of the Grand River Dam Authority are exempt from the requirements of this section.


G. Funds and revenues of the Oklahoma Municipal Power Authority are exempt from the requirements of this section.


H. Monies used for investment purposes by the Oklahoma Firefighters Pension and Retirement System, the Oklahoma Police 
Pension and Retirement System, the Uniform Retirement System for Justices and Judges, the Oklahoma Law Enforcement 
Retirement System, the Oklahoma Public Employees Retirement System, the Teachers' Retirement System of Oklahoma, the State 
Insurance Fund, the Oklahoma Employees Insurance and Benefits Board, the Commissioners of the Land Office, and the Oklahoma 
State Regents for Higher Education for its Endowment Trust Fund are exempt from the requirements of this section, and shall be 
placed with the respective custodian bank or trust company.


Historical Data


Laws 1947, HB 298, p. 365, § 2, emerg. eff. April 16, 1947; Amended by Laws 1959, HB 556, p. 246, § 1, emerg. eff. June 16, 1959; 
Amended by Laws 1973, SB 115, c. 46, § 17, emerg. eff. July 1, 1973; Amended by Laws 1978, HB 1501, c. 115, § 1, emerg. eff. 
March 31, 1978; Amended by Laws 1978, HB 1685, c. 76, § 1; Amended by Laws 1980, HB 1562, c. 145, § 1; Amended by Laws 
1981, HB 1053, c. 204, § 2, emerg. eff. May 26, 1981; Amended by Laws 1981, SB 286, c. 218, § 22, emerg. eff. June 2, 1981; 
Amended by Laws 1981, SB 292, c. 272, § 13, emerg. eff. July 1, 1981; Amended by Laws 1984, SB 422, c. 116, § 1, emerg. eff. 
July 1, 1984; Amended by Laws 1984, HB 1869, c. 221, § 3, emerg. eff. July 1, 1984; Amended by Laws 1985, HB 1062, c. 312, § 
42, emerg. eff. July 25, 1985; Amended by Laws 1988, HB 1582, c. 321, § 44, emerg. eff. July 1, 1988; Amended by Laws 1990, SB 
807, c. 319, § 1, emerg. eff. May 30, 1990; Amended by Laws 1991, HB 1762, c. 335, § 20, emerg. eff. June 15, 1991; Amended by 
Laws 1992, SB 647, c. 176, § 1, emerg. eff. May 6, 1992; Amended by Laws 1995, SB 143, c. 212, § 2, emerg. eff. July 1, 1995; 
Amended by Laws 1996, HB 2139, c. 30, § 1; Amended by Laws 1996, HB 1788, c. 290, § 6, emerg. eff. July 1, 1996 (superseded 
document available); Amended by Laws 1997, HB 1436, c. 2, § 12, emerg. eff. February 26, 1997 (superseded document available); 
Amended by Laws 2002, HB 2176, c. 105, § 1 (superseded document available); Amended by Laws 2009, HB 2015, c. 441, § 36, 
emerg. eff. July 1, 2009 (superseded document available); Renumbered from 62 O.S. § 7.2 by Laws 2009, HB 2015, c. 441, § 64, 
emerg. eff. July 1, 2009; Amended by Laws 2012, HB 3079, c. 304, § 383 (superseded document available).
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Title 62. Public Finance 
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Title 62. Public Finance 
Chapter 1 - State Fiscal Affairs


Section 72.3 - Security of Public Deposits
Cite as: O.S. §, __ __


All public deposits made by the State Treasurer in financial institutions shall be secured as provided for in the Security for Public 
Deposits Act. As used in this section, "public deposits" shall not include those types of investments specified in paragraphs 1, 3, 4, 5, 
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735:10-1-1. Purpose
The purpose of this Chapter is to establish rules for the collateralization of state funds on deposit with Oklahoma financial institutions.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96]
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735:10-1-2. Definitions
The following words and terms, when used in the Chapter, shall have the following meaning, unless the context clearly indicates otherwise:


"Collateral Call" means the practice of requiring a financial institution to pledge additional collateral when the fair market value of collateral that is currently pledged is 
determined to have fallen below the required amounts established in 735:10-1-3;


"Collateral instruments" means any instruments, other than securities, which are eligible to be accepted as collateral by the State Treasurer to secure public deposits under 
§72.5 of Title 62. Such instruments shall include, but not be limited to, letters of credit issued by agencies or instrumentalities of the United States Government, and surety bonds issued by 
certain qualified insurance companies.


"Collateral securities" means the types of securities listed in § 72.5 of Title 62 of the Oklahoma Statutes, and approved by the State Treasurer for pledging as collateral;
"Collateralized Mortgage Obligations" or "CMO's" means securities which pool together mortgages and separate them into short-, medium-, and long-term positions called 


tranches. Tranches are set up to pay different rates of interest depending upon their maturity. CMO's include Real Estate Mortgage Investment Conduits ("REMIC's").
"Duly Authorized Bank Officer" means a bank officer listed on the "Certification of Adoption of [Board of Director's or Loan Committee's] Resolution" (OST Form 95-006) 


in Appendix B of this Chapter, or "Certification of Removal and/or Appointment of Duly Authorized Bank Officers" (OST Form 95-008) in Appendix D of this Chapter and approved by the 
board of directors or loan committee to conduct transactions on behalf of the financial institution.


"Financial institution" means any bank, savings bank, savings and loan association or credit union, whose deposits are insured by the Federal Deposit Insurance Corporation, 
the National Credit Union Administration, or any successor institutions;


"Letter of Credit" or "LOC" means a definite undertaking in writing by a federal agency or instrumentality and authenticated by an authorized signature, to the Oklahoma 
State Treasurer as beneficiary, at the request of a financial institution with State funds on deposit, to honor the financial institution's duty to return such funds on demand or on a date certain 
for time deposits.


"Maintenance Percentage" means the amount of collateral securities required to collateralize state funds on deposit. The maintenance percentage is set by the Oklahoma State 
Treasurer at 110% of the amount deposited with the financial institution plus the interest due at maturity, in excess of the FDIC-insured limit;


"Office of State Treasurer" or "OST" means the agency governed by the State Treasurer.
"Pledgor bank" means a financial institution which is pledging collateral securities or collateral instruments to secure State funds on deposit.
"Safekeeping bank" means a financial institution as described by §72.4(B) of Title 62 of the Oklahoma Statutes, and approved by the Oklahoma State Treasurer to hold 


collateral securities pledged to the Oklahoma State Treasurer in a restricted account;
"State funds on deposit" means demand deposits and monies placed in certificates of deposit with participating financial institutions, as well as interest accrued through the 


date of repayment;
"State Treasurer" or "Treasurer" means the individual who is the duly elected and acting Treasurer of the State of Oklahoma which is a statewide elected official and 


member of the Executive Branch of state government.
"Surety bond" means a bond or insurance policy which guarantees the obligations of a financial institution holding State funds on deposit, to make payment on such deposits 


of the State Treasurer when due.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96; Amended at 15 Ok Reg 2479, eff 4-29-98 (emergency); Amended at 19 Ok Reg 2472, eff 6-27-02]
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735:10-1-3. State funds to be secured with collateral securities and/or collateral instruments
All State funds on deposit with financial institutions shall be secured through the pledge of collateral securities and/or by providing collateral instruments to OST. If a financial institution 


secures State funds on deposit using collateral securities, the fair market value of the collateral securities pledged must be equal to or in excess of the maintenance percentage. If collateral 
instruments are used to secure State funds on deposit, the total amount provided must be equal to or greater than the State funds on deposit in excess of the FDIC-insured limit plus interest 
due at maturity. 


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96; Amended at 15 Ok Reg 2479, eff 4-29-98 (emergency); Amended at 15 Ok Reg 2865, eff 6-25-98; Amended at 33 Ok Reg 1850, eff 10-
1-16]
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735:10-1-4. Pledge Agreement and Certification of Adoption of [Board of Director's or Loan Committee's] Resolution required to participate in transactions
(a)  OST will not place funds in excess of the FDIC-insured limit with institutions that have not entered into a "Pledge Agreement for Funds Held on Deposit" (OST Form 95-005) in 
Appendix A of this Chapter.
(b)  The Financial institution wishing to receive state funds must complete the following steps:


(1)  Complete two (2) originals of the Pledge Agreement (OST Form 95-005) in Appendix A of this Chapter.
(2)  Adopt the "Certification of Adoption of [Board of Director's or Loan Committee's] Resolution" (OST Form 95-006) in Appendix B of this Chapter showing the acceptance 
of the Pledge Agreement by either the Board of Directors or the Loan Committee, and listing the Duly Authorized Bank Officers authorized to do business with the OST.
(3)  Forward both originals of the Pledge Agreement and a certified copy of the Certification of Adoption of [Board of Directors' or Loan Committee's] Resolution to the OST. 
After acceptance, OST will return one (1) signed original Pledge Agreement to the financial institution for its records.


(c)  Upon the completion of the steps in (b) of this Section, the financial institution will be eligible to receive state funds from the Oklahoma State Treasurer. The financial institution must 
maintain the Pledge Agreement, the Certification and any transaction under the Pledge Agreement as an official record within the meaning of 12 U.S.C. § 1823 (e), as amended, continuously 
from the time of its execution.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96]
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735:10-1-5. Pledge or provision of collateral required to receive State funds on deposit
Financial institutions accepting State funds on deposit must transfer collateral securities to a safekeeping bank and/or provide collateral instruments to OST prior to receiving said funds. 


Financial institutions retain a right to substitute and withdraw collateral securities, and collateral instruments if:
(1)  the transaction would not reduce the total collateral pledged and provided below the required amounts as established in 735:10-1-3;
(2)  the transaction is otherwise in compliance with these rules and regulations; and
(3)  if the transaction is approved by the State Treasurer.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96; Amended at 15 Ok Reg 2479, eff 4-29-98 (emergency); Amended at 15 Ok Reg 2865, eff 6-25-98]
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735:10-1-6. Collateral security transactions through the Federal Reserve Bank
The following procedures shall be used only when conducting transactions using the Federal Reserve Bank as a safekeeping bank. All other transactions shall use the procedures found at 


735:10-1-7. Permissible transactions under the rules are: Pledging, Releasing and Substitution of collateral securities. When substituting collateral instruments for collateral securities, follow 
the procedures in 735:10-1-15.


(1)  When pledging collateral securities:
(A)  The financial institution (or "pledgor bank") shall:


(i)  Complete Pledge Form (OST Form 95-007) in Appendix C of this Chapter.
(ii)  Forward Pledge Form to OST.
(iii)  Call Federal Reserve Bank and request security be pledged.


(B)  The Federal Reserve Bank will then forward written documentation to OST showing the pledge to the State Treasurer.
(C)  OST will then:


(i)  Review documents, and if approved, execute Pledge Form and attach custody receipt received from Federal Reserve Bank
(ii)  Retain form and documentation of the pledge. Forward one (1) copy of form to pledgor bank.


(2)  When releasing pledged collateral securities, a pledgor bank will only be allowed to release collateral when there are no longer any State funds on deposit or the current 
market value of any remaining collateral is equal to or greater than the required amounts established in 735:10-1-3.


(A)  The pledgor bank shall:
(i)  Complete release part of Pledge Form for collateral to be released.
(ii)  Complete Federal Reserve Bank Form, "Request to Release Pledged Securities."
(iii)  Forward both forms to OST.


(B)  OST shall:
(i)  Review documents, and if approved, execute release form.
(ii)  Return one (1) copy of completed release to the pledgor bank.
(iii)  Return "Request to Release Pledged Securities Form" to Federal Reserve Bank.


(3)  For the substitution of collateral securities for other collateral securities, a substitution of collateral may only be made when the current fair market value of the substitute 
collateral (plus any remaining pledged collateral) is equal to or greater than the maintenance percentage. This process will require a release and new pledge/substitution.


(A)  The pledgor bank shall:
(i)  Complete the release part of Pledge Form for collateral to be released.
(ii)  Complete Federal Reserve Bank form, "Request to Release Pledged Securities."
(iii)  Complete new Pledge Form (OST Form 95-007) in Appendix C of this Chapter for collateral being substituted, including the substitution part 
listing OST's original pledge number for the collateral being released.
(iv)  Call Federal Reserve Bank and request security be pledged.
(v)  Forward to OST the following:


(I)  Release,
(II)  Request to Release Pledged Securities form, and
(III)  A new Pledge/Substitution Form.


(B)  The Federal Reserve shall forward written documentation of substituted pledged collateral to OST showing pledge to the State Treasurer.
(C)  OST shall:


(i)  Review documents, and if approved, execute release and Pledge/Substitution forms.
(ii)  Retain new Pledge/Substitution Form. Forward one (1) copy to pledgor bank.
(iii)  Return one (1) copy of release to the pledgor bank.
(iv)  Return "Request to Release Pledged Securities" Form to Federal Reserve Bank.


(4)  For the substitution of collateral securities for collateral instruments, a substitution may only be made when the current fair market value of the substitute collateral (plus 
any remaining pledged collateral) is equal to or greater than the maintenance percentage. This process will require a release and new pledge/substitution.


(A)  The pledgor bank shall:
(i)  Complete the release part of the Pledge Form for the collateral instrument to be released.
(ii) Complete new Pledge Form (OST Form 95-007) in Appendix C of this Chapter for collateral securities being substituted, including the substitution 
part listing OST's original pledge number for the collateral instrument being released.
(iii)  Call Federal Reserve Bank and request security be pledged.
(iv)  Forward the Pledge Form with the completed release to OST, along with a new original Pledge Form identifying the collateral securities to be 
substituted.


(B)  The Federal Reserve shall forward written documentation of substituted pledged collateral to OST showing pledge to the State Treasurer.
(C)  OST shall:


(i)  Review documents, and if approved, execute release and Pledge/Substitution forms.
(ii)  Retain new Pledge/Substitution Form. Forward one (1) copy to pledgor bank.
(iii)  Return one (1) copy of release to the pledgor bank.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96; Amended at 15 Ok Reg 2479, eff 4-29-98 (emergency); Amended at 15 Ok Reg 2865, eff 6-25-98]
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735:10-1-7. Collateral security through safekeeping banks other than the Federal Reserve Bank
These procedures detail transactions when using a safekeeping bank other than the Federal Reserve Bank. All other transactions shall use the procedures found at 735:10-1-6. Permissible 


transactions under the rules are pledging, releasing and substituting collateral securities. When substituting collateral instruments for collateral securities, follow the procedures outlined in 
735:10-1-15.


(1)  When pledging collateral securities:
(A)  The pledgor bank shall:


(i)  Complete Pledge Form (OST Form 95-007) in Appendix C of this Chapter.
(ii)  Forward Pledge Form to safekeeping bank.


(B)  The Safekeeping Bank shall:
(i)  Generate custody receipt showing pledge to the State Treasurer.
(ii)  Forward to OST the Pledge Form and custody receipt.


(C)  OST shall:
(i)  Review documents, and if approved, execute Pledge Form and attach custody receipt.
(ii)  Retain form and custody receipt. Forward one (1) copy of form to pledgor bank and one (1) to safekeeping bank.


(2)  When releasing collateral securities, a pledgor bank will only be allowed to release collateral when there are no longer any State funds on deposit or the current fair market 
value of any remaining collateral is equal to or greater than the required amounts established in 735:10-1-3.


(A)  The pledgor bank shall complete the release portion of the Pledge Form and forward to OST.
(B)  OST shall:


(i)  Review document, and if approved, execute release form.
(ii)  Return one (1) copy of release form to pledgor bank and one (1) copy to safekeeping bank along with custody receipt.


(3)  When substituting collateral securities for collateral securities, collateral may only be substituted when the current fair market value of the substitute collateral (plus any 
remaining pledged collateral) is equal to or greater than the maintenance percentage. This process will require a release and new pledge/substitution.


(A)  The pledgor bank shall:
(i)  Complete release part of Pledge Form for collateral to be released. Forward to OST.
(ii)  Complete new Pledge Form (OST Form 95-007) in Appendix C of this Chapter for collateral being substituted, including the substitution part 
listing OST's original pledge number for the collateral being released. Forward to safekeeping bank.


(B)  The Safekeeping Bank shall:
(i)  Generate custody receipt showing pledge to OST.
(ii)  Forward to OST new Pledge/Substitution Form and custody receipt.


(C)  OST shall:
(i)  Review documents, and if approved, execute release and Pledge/Substitution forms.
(ii)  Retain new Pledge/Substitution Form. Forward one (1) copy to pledgor bank and one (1) copy to safekeeping bank. Return one (1) copy of release 
to pledgor bank along with custody receipt.


(4)  For the substitution of collateral securities for collateral instruments, a substitution may only be made when the current fair market value of the substitute collateral (plus 
any remaining pledged collateral) is equal to or greater than the maintenance percentage. This process will require a release and new pledge/substitution.


(A)  The pledgor bank shall:
(i)  Complete the release part of the original Pledge Form for the collateral instrument to be released. Forward to OST.
(ii)  Complete new Pledge Form (OST Form 95-007) in Appendix C of this Chapter for collateral securities being substituted, including the substitution 
part listing OST's original pledge number for the collateral instrument being released. Forward to safekeeping bank.


(B)  The Safekeeping Bank shall:
(i)  Generate custody receipt showing pledge to OST.
(ii)  Forward to OST new original Pledge Form identifying the collateral securities to be substituted and the custody receipt.


(C)  OST shall:
(i) Review documents, and if approved, execute release and Pledge/Substitution forms.
(ii)  Retain new Pledge/Substitution Form. Forward one (1) copy to pledgor bank and one (1) copy to safekeeping bank.
(iii)  Return one (1) copy of release to pledgor bank along with custody receipt.


(5)  The State Treasurer, safekeeping bank and pledgor bank may send or receive pledge forms and notices by means of electronic transmission (fax, internet transmission) 
including E-mail or other technological means of communication acceptable to all parties. However, a hard copy of all such transactions shall be maintained by the State 
Treasurer, safekeeping bank and the pledgor bank consistent with their recordkeeping requirements set by statute or regulation.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96; Amended at 15 Ok Reg 2479, eff 4-29-98 (emergency); Amended at 15 Ok Reg 2865, eff 6-25-98; Amended at 26 Ok Reg 1348, eff 5-
26-09]
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735:10-1-8. Safekeeping receipt requirements
Safekeeping receipts should include the following information: Description, pool number, CUSIP number, safekeeping receipt number, coupon rate, issue date, maturity date, original face 


amount (par), and original value. If this information is not listed on the safekeeping receipt, the additional information must be listed on the Pledge Form (OST Form 95-007) in Appendix C 
of this Chapter to make the collateral acceptable.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96]
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735:10-1-9. Approved safekeeping banks
All safekeeping banks must be approved by the State Treasurer. A safekeeping bank must either be a Federal Reserve Bank which serves Oklahoma, a Federal Home Loan Bank which 


serves Oklahoma, or a financial institution located in Oklahoma. A financial institution may not deposit securities as collateral with another financial institution that it owns or controls, or 
which is owned or controlled by the same holding company. Any financial institution which is not already an approved safekeeping bank at the time this rule becomes effective, may request 
approval by the State Treasurer. The request shall be in writing and must contain information which demonstrates that the financial institution has a demonstrated record of superior 
performance in the safekeeping of securities for third parties.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96]


Page 1 of 1735_10-1-9.htm


2/24/20http://www.oar.state.ok.us/viewhtml/735_10-1-9.htm







735:10-1-10. Securities which can be pledged as collateral
(a)  The State Treasurer may select, but is not required to accept, any of the listed collateral below. The only securities which are acceptable for pledging as collateral securities through OST 
are as follows:


(1)  United States Treasury Bills, Treasury Notes and Treasury Bonds
(2)  General obligations of the State of Oklahoma and Oklahoma counties, municipalities and school districts, which obligations are not in default
(3)  General obligations of any other state of the United States
(4)  Obligations of instrumentalities of the State of Oklahoma and instrumentalities of Oklahoma counties, municipalities and school districts rated 1, 2, or 3 by the Municipal 
Rating Committee of Oklahoma, Inc.
(5)  Government National Mortgage Association (GNMA), excluding CMO's
(6)  Federal National Mortgage Association (FNMA), excluding CMO's
(7)  Federal Home Loan Mortgage Corporation (FHLMC), excluding CMO's
(8)  Federal Home Loan Banks (FHLB), excluding CMO's
(9)  Federal Farm Credit Banks (Farm Credit), excluding CMO's
(10)  Student Loan Marketing Association (SLMA)
(11)  The guaranteed portion of loan pools containing loans guaranteed by the Small Business Administration (SBA), if the pools are being offered in the secondary market and 
where the guaranty of the SBA is not subject to any defenses or offsets, with the specific approval of the State Treasurer


(b)  Revenue obligations of instrumentalities of the State of Oklahoma or of instrumentalities of Oklahoma counties and municipalities, which are insured and possess the highest rating 
from at least one nationally recognized rating agency acceptable to the State Treasurer, may be accepted as collateral. The use of other revenue obligations of instrumentalities of the State of 
Oklahoma or of instrumentalities of Oklahoma counties, municipalities and school districts, to secure State deposits must conform to the following conditions in order to be pledgeable:


(1)  It must be rated "A" or better by Standard and Poor's or Moody's, or both; and if rated by both services, the rating must be "A" or better in both services.
(2)  The indenture authorizing the issue must stipulate that revenues available for debt service must equal not less than 1.25 times.
(3)  The issuer must have a debt history covering the preceding six (6) years and must have covered its debt service during that period by 1.25 times.
(4)  The financial institution is responsible for providing documentation verifying that the collateral meets the above requirements.
(5)  Acceptance of collateral will be made on a case by case basis by OST.


(c)  Any obligation of the State of Oklahoma or its instrumentalities, or of counties, municipalities, school districts and their instrumentalities, which have been advance refunded and are 
being paid by an irrevocable escrow composed only of direct obligations of the United States government.
(d)  When reviewing the acceptability of a security offered to be pledged as collateral, the State Treasurer may consider attributes of the security such as the source of debt service, credit 
quality, price volatility, whether the security is widely traded, the availability of market price information, or any other relevant factor.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96; Amended at 15 Ok Reg 2479, eff 4-29-98 (emergency); Amended at 15 Ok Reg 2865, eff 6-25-98; Amended at 16 Ok Reg 1262, eff 5-
13-99; Amended at 19 Ok Reg 2472, eff 6-27-02]
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735:10-1-11. Collateral calls
(a)  OST will determine the fair market value of the collateral securities pledged to secure state funds on deposit not less than quarterly. For securities on which OST cannot obtain a market 
value from providers of market information, OST may use the market value assigned to that security by the safekeeping bank with custody of the security. In this event, the safekeeping bank 
must agree to timely provide this market information at intervals acceptable to OST. If no market value can be obtained through any of these methods, OST may locate a comparable security 
with similar attributes in terms of the type of issuer, source of debt service, maturity and for which OST has determined a fair market value. OST shall assign a value to the security of 75% of 
the fair market value of the comparable security. If, after determining the value of the pledged collateral securities, the amount is less than the required amounts established in 735:10-1-3, 
OST will impose a collateral call.
(b)  OST may impose collateral calls at any time, and reserves the right to require compliance to collateral calls immediately. If compliance to collateral calls cannot be met, then the OST 
reserves the right to reduce the amount of the outstanding balances at the financial institution without penalty to the State.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96; Amended at 15 Ok Reg 2479, eff 4-29-98 (emergency); Amended at 15 Ok Reg 2865, eff 6-25-98; Amended at 16 Ok Reg 1262, eff 5-
13-99]
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735:10-1-12. Addition and removal of Duly Authorized Bank Officers
When institutions find it necessary to remove names from, or add names to the list of Duly Authorized Bank Officers, the following procedure must be used:


(1)  The financial institution shall complete the "Certification of Removal and/or Appointment of Duly Authorized Bank Officers" (OST Form 95-008) in Appendix D of this 
Chapter showing the names to be removed and/or added to the list of Duly Authorized Bank Officers. If the financial institution wishes to conduct only one procedure, either 
adding or removing a duly authorized bank officer, then the other should be marked "not applicable."
(2)  The financial institution shall then forward a certified copy of the Certification to OST. The original shall be maintained by the financial institution as an official record of 
the financial institution within the meaning of 12 U.S.C. § 1823 (e), as amended, continuously from the time of its execution.


[Source: Added at 13 Ok Reg 1583, eff 4-2-96 (emergency); Added at 13 Ok Reg 3341, eff 7-25-96; Amended at 15 Ok Reg 2479, eff 4-29-98 (emergency); Amended at 15 Ok Reg 2865, eff 6-25-98]
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735:10-1-13. Acceptance of federal agency letters of credit to secure deposits
OST may accept letters of credit (LOC's) from any Federal Home Loan Bank within the Federal Home Loan Bank System as a collateral instrument to secure State funds on deposit with 


financial institutions. Each LOC shall be in a form and shall contain such terms as shall be acceptable to the State Treasurer. Such LOC's must be unconditional, standby letters of credit 
which designate the OST as the irrevocable and unconditional beneficiary of the LOC. The issuing FHLB and the financial institution with State funds on deposit are required to notify OST 
by certified mail at least 45 days prior to cancellation or the non-renewal of an LOC. To remain qualified as an issuer of an LOC, the obligations of a FHLB must be rated and remain rated in 
the highest rating category of at least one of the nationally recognized rating agencies acceptable to OST. Within 48 hours of discovery of a downgrade by a rating agency, notice must be 
given to OST by the issuing FHLB by certified mail. An issuing FHLB may not provide LOC's for any one financial institution with State funds on deposit which exceed twenty percent 
(20%) of the issuing FHLB's capital and surplus. In the event of a rating downgrade, or in the event the issuing FHLB exceeds the twenty percent (20%) limitation, OST may require the 
financial institution with State funds on deposit to substitute conforming collateral for the LOC. The financial institutions which use LOC's to secure state deposits shall be solely responsible 
for the cost of securing an LOC.


[Source: Added at 15 Ok Reg 2479, eff 4-29-98 (emergency); Added at 15 Ok Reg 2865, eff 6-25-98; Amended at 33 Ok Reg 1851, eff 10-1-16]
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735:10-1-14. Acceptance of surety bonds to secure deposits
(a)  OST may accept surety bonds as collateral instruments to secure State funds on deposit with financial institutions. A surety bond must meet the following statutory conditions to be 
accepted:


(1) subject to the terms and conditions of the bond, it is irrevocable and absolute,
(2) the surety bond is issued by an insurance company authorized to do business in Oklahoma,
(3) the issuer of the surety bond does not provide surety bonds for any one financial institution in an amount that exceeds ten percent (10%) of the surety bond insurer's 
policyholders' surplus and contingency reserve, net of reinsurance, and
(4) the claims-paying ability of the authorized insurance company is rated, at all relevant times, in the highest category by at least two nationally recognized rating agencies 
acceptable to the State Treasurer. [62:72.5(A)(4)].


(b)  The issuer of a surety bond and the financial institution with State funds on deposit are required to notify OST by certified mail at least 45 days prior to cancellation or the non-renewal 
of a surety bond. Within 48 hours of discovery of a downgrade by a rating agency, notice must be given to OST by the issuer of the surety bond and the financial institution by certified mail. 
In the event an insurance company providing a surety bond to OST loses its authority to do business in the State of Oklahoma, experiences a rating downgrade below the statutory minimum, 
or in the event the insurance company exceeds the ten percent (10%) statutory limitation in providing a surety bond to a single financial institution, OST shall require the financial institution 
with State funds on deposit to substitute conforming collateral for the surety bond The financial institutions which use surety bonds to secure state deposits shall be solely responsible for the 
cost of securing a surety bond.


[Source: Added at 15 Ok Reg 2479, eff 4-29-98 (emergency); Added at 15 Ok Reg 2865, eff 6-25-98]
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735:10-1-15. Procedures for providing collateral instruments as security
These procedures shall be used when providing collateral instruments as security for state deposits. Permissible transactions under the rules are providing, releasing and substituting 


collateral instruments for collateral instruments or for collateral securities. When substituting collateral securities for collateral instruments, follow the procedures outlined in 735:10-1-6 and 
10-1-7.


(1)  When providing collateral instruments:
(A)  The financial institution (or "pledgor bank") shall:


(i)  Complete original collateral instrument Pledge Form (OST Form 95-009) in Appendix E of this Chapter.
(ii)  Attach the Certificate of Insurance or Bank Deposit Guaranty Bond (for surety bonds) or Letter of Credit (for federal agency/instrumentality letters 
of credit) to the Pledge Form. For a Letter of Credit (LOC) from the Federal Home Loan Bank of Topeka (FHLB), the FHLB will deliver the LOC 
directly to the State Treasurer's Office, and a copy of the LOC should be attached to the Pledge Form.
(iii)  Forward Pledge Form and attached instruments to OST.


(B)  The federal agency/instrumentality or insurance company issuing the collateral instrument shall:
(i)  Forward a copy of a notification of coverage or insured limit to OST.
(ii)  Provide OST a quarterly listing of other institutions covered by collateral instruments by the issuer or provider of that instrument.


(C)  OST shall:
(i)  Review documents, and if approved, execute Pledge Form and attach the collateral instrument.
(ii)  Retain original Pledge Form and collateral instrument. Forward one (1) copy of the Pledge Form to the pledgor bank.


(2)  A pledgor bank will only be allowed to release collateral instruments when there are no State funds on deposit or when the amount of the remaining collateral instruments 
and the fair market value of the remaining collateral securities is equal to or greater than the required amounts established in 735:10-1-3. When releasing collateral instruments:


(A)  The pledgor bank shall complete the release portion of the original Pledge Form for the collateral instrument to be released and forward to OST.
(B)  OST shall:


(i)  Review document, and if approved, execute the release portion of the Pledge Form
(ii)  Return one (1) copy of the Pledge Form to the pledgor bank


(3)  A pledgor bank will only be allowed to substitute one collateral instrument for another collateral instrument or for collateral securities, when the amount of the substitute 
collateral instrument and the amount of the remaining collateral is equal to or greater than the required amounts established in 735:10-1-3. This process will require a release and 
new pledge/substitution. When substituting collateral instruments:


(A)  The pledgor bank shall:
(i)  Complete the release part of the original Pledge Form for the collateral instrument or collateral securities to be released. For collateral securities 
pledged through the Federal Reserve Bank to be released, complete their "Request to Release Pledged Securities" form.
(ii)  Complete an original collateral instrument Pledge Form, (OST Form 95-009) in Appendix E of this Chapter, for the collateral instrument being 
substituted, including the substitution portion listing OST's original pledge number for the collateral instrument or collateral securities being released.
(iii)  Attach the Certificate of Insurance or Bank Deposit Guaranty Bond (for surety bonds) or Letter of Credit (for federal agency/instrumentality letters 
of credit) to the Pledge Form. For a Letter of Credit (LOC) from the Federal Home Loan Bank of Topeka (FHLB), the FHLB will deliver the LOC 
directly to the State Treasurer's Office, and a copy of the LOC should be attached to the Pledge Form.
(iv)  Forward the original Pledge Form with the completed release(s), along with an original Pledge Form and the collateral instrument to be substituted, 
to OST.


(B)  The federal agency/instrumentality or insurance company issuing the collateral instrument to be substituted shall:
(i)  Forward a copy of a notification of coverage or insured limit to OST.
(ii)  Provide OST a quarterly listing of other institutions covered by collateral instruments by the issuer or provider of that instrument.


(C)  OST shall:
(i)  Review documents, and if approved, execute the release portion of the Pledge Form for the released collateral instrument or collateral securities and 
execute a new Pledge Form for the substituted collateral instrument.
(ii)  Return one (1) copy of the release form and one (1) copy of the new Pledge Form to the pledgor bank.
(iii)  For collateral securities held by a safekeeping bank other than the Federal Reserve Bank, return one (1) copy of the completed release form along 
with the custody receipt to the safekeeping bank.
(iv)  For collateral securities pledged through the Federal Reserve Bank, return the "Request to Release Pledged Securities" form to the Federal Reserve 
Bank.
(v)  Retain substituted collateral instrument and new Pledge Form.


[Source: Added at 15 Ok Reg 2479, eff 4-29-98 (emergency); Added at 15 Ok Reg 2865, eff 6-25-98; Amended at 16 Ok Reg 1262, eff 5-13-99]
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The authorized dispositions included in this General Records Disposition Schedule stipulate the minimum 


retention periods for certain administrative, financial, personnel, and electronic records common to state 


agencies, boards, commissions, and institutions.  The authorized dispositions do not apply to state office of 


record copies of administrative records maintained by the:  
 


 Oklahoma Senate  


 Oklahoma House of Representatives  


 Oklahoma Department of Libraries  


 Attorney General of Oklahoma  


 Department of Labor 


 Archives and Records Commission 


 Secretary of State 


 Department of Central Services  


 State Auditor and Inspector 
 


These administrative records shall be governed by schedules now in effect or subsequently approved for 


these offices. 


 


 The state office of record copies of financial records retained by the following agencies shall be 


governed by schedules now in effect or subsequently approved for these offices: 
 


 Office of State Finance 


 Department of Central Services 


 Oklahoma Tax Commission 


 Department of Commerce 


 CompSource Oklahoma 


 State Treasurer  


 


 The state office of record copies of personnel records retained by the following agencies shall be 


governed by schedules now in effect or subsequently approved for these offices: 
 


 Office of Personnel Management 


 Merit Protection Commission 


 Ethics Commission 


 Oklahoma State and Education Employees Group Insurance Board 


 CompSource Oklahoma 


 Oklahoma Public Employees Retirement System and Uniform Retirement 


 System for Justices and Judges 


 Teachers' Retirement System 


 Any other retirement system    


 


 The authorized dispositions in this General Records Disposition Schedule do not apply to records 


included in the General Records Disposition Schedule for Universities and Colleges. The authorized 


dispositions listed in this General Records Disposition Schedule supersede all previously approved retention 


periods established for the records listed.  
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The most recently Amended dispositions approved by the Archives and Records Commission shall 


supersede all previously approved dispositions. 


 


Records Storage 


 


 All records, including temporary and permanent records, may be stored at the State Records 


Center, located at 426 E. Hill Street.  For information regarding charges for these services, contact the 


Oklahoma Department of Libraries State Records Center. 


 


Records Formats and Retention Periods 


 


 If statutory provisions, court decisions, Code of Federal Regulations (CFR), Oklahoma Rules and 


Regulations adopted in accordance with the Administrative Procedures Act (75 O.S. §250 et seq.), or 


other state and federal regulations mandate retention periods longer than those stipulated in this General 


Records Disposition Schedule or require that records be retained in hard copy or other format, the 


applicable statutes, court decisions, CFR, or other state and federal regulations shall govern the retention 


periods and formats of the records. 


 


 Because state agencies, boards, commissions, and institutions vary in size and administrative 


organizational patterns and the annual accumulation of individual record series varies among them, this 


General Records Disposition Schedule does not specify which formats shall be used for records creation 


and retention.  Individual agencies, boards, commissions, and institutions shall  maintain individual 


record series in the most efficient and cost effective format consistent with sound records management 


principles; state and federal laws, rules and regulations, and court decisions; and their individual records 


keeping needs.   


 


Convenience or Reference Copies 


 


 Copies of records created for the user’s convenience may be destroyed when they are no longer 


required for administrative purposes.  Access restrictions, if any, apply to copies and originals alike.  It is 


not necessary to request approval for destruction of convenience copies of records. 


 


Records Destruction 


 


 In accordance with Archives and Records Commission Rule OAC 60:10-3-2(b), no records listed in 


this General Records Disposition Schedule, regardless of format, shall be destroyed until one of the 


following forms has been submitted to and has been approved by the State Records Administrator or his/her 


designee: 


 Notice of Intent to Destroy Records (ARC Form 4)  


 Notice of Intent to Destroy Records That Have Been Microfilmed (ARC Form 5) 


accompanied by Microfilm Quality Evaluation Report (ARC Form 5A)  


 Notice Of Intent To Destroy Microforms (ARC Form 6)  


 Notice of Intent To Destroy Records That Have Been Imaged (ARC Form 12)  


 Notice Of Intent To Destroy Optical Disks (ARC Form 13)  


 Notice Of Intent To Delete Information From Rewritable Disks (ARC Form 14)  
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Exceptions:  The following records series may be destroyed in accordance with Archives and 


Records Commission Rule 60-10-3-2 (d) without prior approval by the State Records Administrator or 


his/her designee:  


 1-2, Minutes 


 1-6, Legislative Files 


 1-9, Telephone Messages  


 1-11, Agency Staff Meetings 


 1-12, Mailing Lists 


 1-15, Calendars of Events 


 1-16, Records Inventory Reports 


 1-17, Records Disposition Schedules and Records Disposition Authorizations 


 1-21C, Litigation Files [Reference Materials] 


 1-24, Risk Management Certificate of Self Insurance 


 1-25, Property Inventory/Surveys 


 1-28, Safety Correspondence 


 1-29, Risk Management Policies 


 1-31, Fleet Management Inventory and Sales Reports 


 1-32, Fleet Management Monthly Report 


 1-34, Fleet Management Correspondence 


 1-35, Fleet Management Policies 


 1-37, Division Activity Reports 


 1-38, OPC Transmittal Reports 


 1-39, Publications Lists 


 1-43B, State and Federal Guidelines 


 1-49, Attorney General Opinions [Agency Copies] 


 1-55, Open Meeting Filings 


 1-63, Open Records Act Files 


 1-64, Desk Calendars and Appointment Books 


 1-66, Records Management Coordinator Appointment Forms [ARC Form 11 - Copies] 


 1-68, Fax Logs 


 1-69, Fax Transmittal Cover Sheets 


 1-70, Communications Service Request/Repair Problems Form 


 2-7C, Budget Requests [Division Copies] 


 2-12B, Miscellaneous Claims and Invoices [Except OSF Form 14 and OSF  


 Form 9 – 3
rd


 or Non-Audit Copies] 


 2-19B, Purchase Order Files [Division Copies] 


 2-21B, Institutional Purchase Orders & Contracts/”Agency Issued Orders” [Division Copies] 


 2-22B, Authorizations for Purchase [Division Copies - Prior to February 1, 2000]  


 2-22D, Authorizations for Purchase [Division Copies - February 1, 2000 to Present]  


 2-23, “OO” Contracts [Agency Copies] 


 2-24, Scheduled Buys [Agency Copies] 
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 2-30B, Receipts [3
rd


 or Non-Audit Copies] 


 2-31, Special Account Applications [Agency Copies] 


 2-32, Payroll Working File  


 2-68B, Internal Requisitions [Division Copies] 


 2-69B, Non-binding Contracts [Division Copies] 


 3-14, Current Employee Rosters 


 3-28, Job Descriptions—Merit [Copies] 


 3-33, OPM Training File [Copies] 


 


Microformat 


 


 Records included in this General Records Disposition Schedule may be maintained on 


microforms or in electronic format provided the following conditions are satisfied: 
 


1. All microfilming and microfiching shall be done in accordance with the following Archives 


and Records Commission Rules: 


 


 OAC 60:10-7-1 [Authenticity and photographic quality] 


 OAC 60-7-2 [Quality control standards] 


 OAC 60:10-7-3 [Computer output microfilm (COM)] 


 OAC 60:10-7-4 [Micrographics laboratory certification] 


 OAC 60:10-3-2(b) [Notification of intent to destroy records] 


 


2. All master negatives shall be deposited with the Oklahoma Department of Libraries. 


3. The agency, board, commission, or institution shall retain a minimum of one (1) user copy of 


all master negatives. 


4. Because the maintenance of records in microformat may be prohibited by state and federal 


laws, rules and regulations, or court decisions, individual agencies, boards, institutions, and 


commissions shall verify that microformat is not prohibited by state and federal laws, rules 


and regulations, or court decisions. 


5. Agencies, boards, commissions, and institutions whose programs are funded all or in part by 


federal funds shall retain all records in accordance with all applicable records keeping 


requirements. 


 


Electronic Records Keeping Systems Except Electronic Mail Systems and Optical Imaging Systems 


 


1. All records shall be retained in accordance with all applicable Archives and Records 


Commission Rules. 


2. All electronic records shall be backed up on a regular basis and all back up media shall be 


stored in separate locations under proper environmental conditions. 







  ARCHIVES AND RECORDS COMMISSION  


  


  CONSOLIDATED GENERAL RECORDS DISPOSITION SCHEDULE  


  


* January 25, 2018 * 


 


 


 


5 


3. All data shall be secured against accidental and unauthorized addition, modification, or 


deletion. 


4. Because the maintenance of records in electronic format may be prohibited by state and 


federal laws, rules and regulations, or court decisions, individual agencies, boards, 


institutions, and commissions shall verify that the retention of records in electronic format is 


not prohibited by state and federal laws, rules and regulations, or court decisions. 


5. Where applicable, no records shall be destroyed until a Notice Of Intent To Destroy Records 


has been approved by the State Records Administrator or his/her designee [Archives and 


Records Commission Rule OAC 60:10-3-2(b), Notification of intent to destroy records]. 
 


Electronic Mail including all Communication/Information/Data Delivery Systems: 
 


 An Electronic Data Delivery System is any system that facilitates the movement of data (uploads 


and downloads) electronically.  Electronic Data Delivery Systems include but are not limited to Hyper 


Text Transfer Protocol (HTTP), Secure Socket Layer (SSL), File Transfer Protocol (FTP), Simple Mail 


Transfer Protocol (SMTP) (typically used E-mail protocol), Database Reports, File Copies, etc. 
  


 Records in Series 1-5 [Correspondence], 1-15 [Calendar of Events], 1-56 [Open Meeting Filings], 


1-60 [Board and Commission Correspondence], 1-64 [Desk Calendars and Appointment Books] 2-50 


[Financial Correspondence], and 3-7 [OPM Correspondence] may be maintained in electronic mail systems 


provided the following conditions are satisfied: 
 


1. Records are retained and are accessible in a usable format for their entire stipulated retention 


period. 


2. If an electronic mail system does not have the capability of maintaining an individual record for 


its entire stipulated retention period, agencies shall download the record to another electronic 


records keeping system (magnetic tape, hard disks, floppy diskettes, mainframe computer 


systems, or optical imaging systems), or print the record and maintain it in hard copy format. 


3. All receipt and transmission data, directory information, distribution lists, and acknowledgements 


of receipt shall be considered to be part of the applicable record to which they pertain and shall be 


retained and shall be accessible in a usable format for the same length of time as the applicable 


record.   


4. When electronic mail is printed and retained in hard copy format, all sender and recipient 


information, receipt and transmission times, and other header information shall be included on the 


hard copy printout. 


5. When electronic mail is downloaded to another electronic records keeping system, all sender and 


recipient information, receipt and transmission times, and other header information shall be 


included as part of the record.   


6. If an electronic mail system does not have the capability of maintaining receipt and transmission 


data, directory information, distribution lists, and acknowledgements of receipt for their entire 


stipulated retention period, agencies shall download the information to another electronic records 


keeping system (magnetic tape, hard disks, floppy diskettes, mainframe computer systems, or 


optical imaging systems), or print the record and maintain it in hard copy format before the 


electronic mail and accompanying sender and recipient information, receipt and transmission 


times, and other directory information is automatically deleted from the system. 
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7. If senders and recipients are identified only by user identifications, nicknames, codes, titles, or the 


names of distribution lists, agencies shall ensure that records exist to identify senders and 


recipients. 


8. Electronic mail systems and electronic records keeping systems on magnetic medium used to 


retain electronic mail records for their entire stipulated retention periods shall be backed up at 


regular intervals. 


9.  Back up copies of electronic mail records or records downloaded to electronic records keeping 


systems (magnetic tape, hard disks, floppy diskettes, mainframe computers, or optical disks) shall 


be stored in off site storage areas that meet manufacturer's recommendations for temperature and 


humidity controls.  If the manufacturer does not provide recommendations, backup copies shall be 


stored in off site storage areas whose temperature is between 65 and 75 Fahrenheit and whose 


relative humidity is between 30% and 50%. 


10.  Agencies whose programs are funded all or in part by federal funds shall retain all records in 


accordance with all applicable records keeping requirements.  Electronic mail systems based 


records accessioned into the State Archives must be transferred in a format acceptable by the 


State Archives.  


11. Records may be downloaded to another electronic records keeping system (magnetic tape, hard 


disks, floppy diskettes, mainframe computer systems, or optical imaging systems), or printed in 


hard copy format at any time provided: 


 


(a) All accompanying sender and recipient information, receipt and transmission times, 


and other directory information is downloaded or printed in hard copy format. 


(b) If senders and recipients are identified only by user identifications, nicknames, codes, 


titles, or the names of distribution lists, agencies shall ensure that records exist to 


identify senders and recipients. 


(c) Electronic mail systems and electronic records keeping systems on magnetic medium 


used to retain electronic mail records for their entire stipulated retention periods shall 


be backed up at regular intervals. 


(d) Back up copies of electronic mail records or records downloaded to electronic records 


keeping systems (magnetic tape, hard disks, floppy diskettes, mainframe computers, or 


optical disks) shall be stored in off site storage areas that meet manufacturer's 


recommendations for temperature and humidity controls. If the manufacturer does not 


provide recommendations, backup copies shall be stored in off site storage areas 


whose temperature is between 65 and 75 Fahrenheit and whose relative humidity is 


between 30% and 50%. 


(e) Agencies whose programs are funded all or in part by federal funds shall retain all 


records in accordance with all applicable records keeping requirements.  Electronic 


mail systems based records accessioned into the State Archives must be transferred 


in a format acceptable by the State Archives. 
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Optical Imaging Systems 


 


 Records with stipulated retention periods of ten (10) years or longer included in this General 


Records Disposition Schedule may be maintained in optical imaging format provided the following 


conditions are satisfied: 


 


1. All optical imaging systems and applications maintaining records with stipulated retention 


periods of ten (10) years or longer shall be in compliance with the following Archives and 


Records Commission Rules: 


 


 OAC 60:10-8-2 [Scope] 


 OAC 60:10-8-3 [Definitions] 


 OAC 60:10-8-4   [Documentation standards] 


 OAC 60:10-8-5 [Standards for the creation, use, and storage of records  


 maintained on optical imaging systems] 


 OAC 60:10-8-6 [Annual Compliance Report]  


 OAC 60:10-3-2(b) [Notification of intent to destroy records] 


 


2. Records that cannot be reproduced on paper in a legible and readable condition shall be 


retained for the entire retention period stipulated for the corresponding optical disks. 


3. Agencies, boards, commissions, and institutions whose programs are funded all or in part by 


federal funds shall retain all records in accordance with all applicable records keeping 


requirements. 


4. The storage of records in optical imaging format may be prohibited by state and federal laws, 


rules and regulations, or court decisions. Individuals agencies, boards, institutions, and 


commissions shall verify that optical imaging is not prohibited by state and federal laws, 


rules and regulations, or court decisions. 


5. Hard copy records in Series 1-1A and 1-13A shall be transferred to the State Archives for 


permanent preservation. 


 


 Records with stipulated retention periods of less than ten (10) years included in this General 


Records Disposition Schedule may be maintained in optical imaging format provided the following 


conditions are satisfied: 


 


1. A back up copy of all optical disks shall be stored in an off site area that meets the 


manufacturer’s recommendations for temperature and humidity controls. If the manufacturer 


does not provide recommendations, backup copies shall be stored in off site storage areas 


whose temperature is between 65 and 75 Fahrenheit and whose relative humidity is 


between 30% and 50%. 


2. Records that cannot be reproduced on paper in a legible and readable condition shall be 


retained for the entire retention period stipulated for the corresponding optical disks. 


3. Agencies, boards, commissions, and institutions whose programs are funded all or in part by 


federal funds shall retain all records in accordance with all applicable records keeping 


requirements. 
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Because of the diversity of applications and types of equipment involved, no individual agency 


program files maintained in data base files are included in this General Records Disposition Schedule.  All 


individual agency data base files, including Master Files and Processing Files, shall be incorporated into 


agency specific records disposition schedules in the same manner as other records.  The only records 


included in Section 4 of this General Records Disposition Schedule are human-readable documents 


pertaining to systems documentation, planning, development, evaluation, acquisition, and usage. 


 


Permanent Records 
 


 Records that possess continuing value because they document the organization, 


functions, policies, decisions, and procedures or protect the legal and financial rights 


of the state or persons directly affected by state agencies, boards, commissions, and 


institutions must be retained permanently 


 


The following twelve (12) Records in Series 3-1A [Personnel Records of Permanent State Employees 


(Active)] shall be retained permanently:  


 


 Employment Applications  


 Request for Personnel Action [OPM Form 14] 


 Longevity Certification Form [OPM Form 52 or equivalent] 


 Employment History Cards 


 Change or Designation of Beneficiary [OPERS Form 515-116-97R or equivalent] 


 Individual Leave Record [OPM Form 1 or equivalent] 


 Retirement Enrollment Applications [OPERS Form 515-01-97R or equivalent] 


 Retirement Notice and Application [OPERS Form 515-117-95R or equivalent] 


 Correspondence relating to leave without pay 


 Application Withdrawal [OPERS Form 515-118-96W or equivalent] 


 Correspondence relating to interagency transfers 


 Department of Defense Form DD214 


 


Essential Records 


 


 The original records in Series 1-1A [Minutes—Official] and 1-13A  [Policies and Procedures 


File] shall be transferred to the State Archives for permanent preservation as essential records. An 


essential record, as defined in 67 O.S., §203(e), means a state or local record necessary to the operation of 


government during an emergency created by a disaster, or necessary to protect the rights and interests of 


persons or to establish and affirm powers and duties of governments in the resumption of operations after a 


disaster. 


In addition to transferring the original records in Series 1-1A and 1-13A to the State Archives for 


permanent preservation, agencies, boards, commissions, and institutions must retain at least one (1) copy.  


Copies maintained on microfilm and microfiche must satisfy the following requirements: 
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1. All microfilming and microfiching shall be done in accordance with the following Archives 


and Records Commission Rules: 


 


 OAC 60:10-7-1 [Authenticity and photographic quality]  


 OAC 60-7-2 [Quality control standards]  


 OAC 60:10-7-3 [Computer output microfilm (COM)]  


 OAC 60:10-7-4 [Micrographics laboratory certification]  


 OAC 60:10-3-2(b) [Notification of intent to destroy records] 


 


2. All master negatives shall be deposited with the Oklahoma Department of Libraries. 


3. The agency, board, commission, or institution shall retain a minimum of one (1) user copy of 


all master negatives. 


4. The maintenance of records in microformat may be prohibited by state and federal laws, 


rules and regulations, or court decisions. Individual agencies, boards, institutions, and 


commissions shall verify that microformat is not prohibited by state and federal laws, rules 


and regulations, or court decisions. 


5. Agencies, boards, commissions, and institutions whose programs are funded all or in part by 


federal funds shall retain all records in accordance with all applicable records keeping 


requirements. 


 


 Copies maintained in optical imaging format must satisfy all requirements stipulated in Archives and 


Records Commission Rules: 


 


 OAC 60:10-8-2 [Scope]; OAC 60:10-8-3 [Definitions] 


 OAC 60:10-8-4   [Documentation standards] 


 OAC 60:10-8-5 [Standards for the creation, use, and storage of records  


 maintained on optical imaging systems  


 OAC 60:10-8-6 [Annual Compliance Report]  


 


Historical Notes 


  


 The General Records Disposition Schedule replaced General Disposition Schedule 1 adopted by the 


Archives and Records Commission January 16, 1985, and Amended August 9, 1985, October 16, 1985, January 


15, 1986, April 16, 1986, July 16, 1986, October 15, 1986, January 14, 1987, April 15, 1987, July 15, 1987, 


October 14, 1987, and January 13, 1988; General Disposition Schedule 2 adopted by the Archives and Records 


Commission January 16, 1985, and Amended October 16, 1985, January 15, 1986, October 15, 1986, January 14, 


1987, April 15, 1987, July 15, 1987, and October 14, 1987; and General Disposition Schedule 3 adopted by the 


Archives and Records Commission August 9, 1985, and Amended October 16, 1985, January 15, 1986, July 16, 


1986, October 15, 1986, January 14, 1987, July 15, 1987, October 14, 1987, and January 13, 1988. General 


Disposition Schedules 1, 2, and 3 were incorporated into the General Records Disposition Schedule on April 13, 


1988.  Subsequent amendments were approved on April 13, 1988, July 13, 1988, October 12, 1988, December 7, 


1988, January 18, 1989, April 12, 1989, July 12, 1989, October 11, 1989, January 17, 1990, April 11, 1990, May 


9, 1990, July 11, 1990, October 17, 1990, April 17, 1991, July 17, 1991, October 16, 1991, January 15, 1992, 


April 15, 1992, July 15, 1992, October 14, 1992, January 13, 1993, April 14, 1993, July 14, 1993, October 13, 


1993, October 12,1994, January 18, 1995, April 12, 1995, July 12, 1995, October 11, 1995, January 17, 1996, 


April 17, 1996, July 17, 1996, April 16, 1997, July 16, 1997, January 14, 1998, April 15, 1998, July 15, 1998, 
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October 14, 1998, January 13, 1999, April 14, 1999, October 13, 1999, April 12, 2000, July 12, 2000, October 11, 


2000, January 17, 2001, April 11, 2001, July 18, 2001, October 17, 2001, January 22, 2003, April 24, 2003 
October 23, 2003, April 22, 2004, July 22, 2004, October 21, 2004, January 27, 2005, April 28, 2005, July 28, 


2005, January 26, 2006, October 26, 2006, January 25, 2007, October 18, 2007, April 24, 2008, October 30, 


2008, January 22, 2009, April 16, 2009, July 16, 2009, October 13, 2011, January 22, 2015, and January 25, 


2018. 


 


   The amendments approved on January 15, 1992 included a completely revised version of Section 2 


that contained updated citations to all references to Records Disposition Schedules of the Office of Public 


Affairs and the Office of State Finance, revised and expanded descriptions of various records series 


pertaining to agency copies of records submitted to or received from the Office of Public Affairs and the 


Office of State Finance, deletions of reports from the Office of State Finance that are no longer being 


created because they have been consolidated into new reports, title changes in various records series to 


reflect the current official names of applicable records, and the addition in the description section of 


applicable records series of the phrase "the agency copy is the state office of record copy" where the agency 


has the "state office of record copy" and it was not previously specified. 


  


 The amendments approved on July 15, 1992 included a completely revised version of Section 1 that 


included adding several new records series; adding copies of Agendas to Series 1-1; adding the 


correspondence of deputy chief executive officers to Series 1-3; deleting publications required to be 


deposited with the Oklahoma Publications Clearinghouse in accordance with 65 O. S., § 3-114; and 


transferring a number of financial records to Section 2. 


 


 The amendments approved on April 14, 1993 included a completely revised version of Section 3 


that included adding several new records series.  The amendments approved July 15, 1998 eliminated 


records series previously deleted from or transferred to other records series in the General Records 


Disposition Schedule and accordingly renumbered records series in sections 1, 2, and 3.  In addition, the 


amendments updated various descriptions and dispositions by making minor stylistic and editorial changes. 


 


 The amendments approved on October 17, 2001 permitted records to be maintained in microformat 


and optical imaging format as long as certain requirements were satisfied, and deleted redundant 


microfilming and optical imaging disposition language in Series 1-1A [Minutes-Official], 2-29A [Special 


and Clearing Account Vouchers (Warrants), 3-1A [Personnel Records of Permanent State Employees 


(Active), 3-1C [Personnel Records of Temporary State Employees], and 3-1D [Personnel Records of 


Permanent State Employees [Inactive]. In addition, the amendments enumerated permanent records and 


essential records and specified requirements relating to ensuring their permanent preservation, regardless of 


format. 


 


 The amendments approved by the Archives and Records Commission on April 28, 2005 


incorporated language regarding convenience and reference copies in the introductory information.  


Individual records series for convenience or reference copies were deleted.  In addition, individual record 


series were amended to eliminate references to specific record formats, such as hard copy or electronic 


record.  
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Administrative Records 


 


1-1 Minutes--Official   Essential Record (67 O.S., §203(e)) 


 


 Description: Official minutes and copies of Agendas of Board or Commission meetings. 


 


  Disposition: Retain official copy in office two (2) years, then transfer to the State 


Archives for permanent preservation.  Retain one (1) copy in office 


permanently.   


 


  [Note: Agencies may retain their copies of these records in hard copy, 


micro format, or optical imaging format.  Copies maintained in micro 


format and optical imaging format shall satisfy all requirements for these 


formats specified in the Introduction to this General Records Disposition.]  


  Amended April 28, 2005 


 


 


1-2 Minutes 


 


 Description: Audio tapes or handwritten notes taken at Board or Commission meetings 


and transcribed to or compiled into Official Minutes, (Series 1-1A). 


 


 Disposition: Retain in office until minutes are approved, then destroy or erase and reuse. 


 


 


1-3 Correspondence  


 


 Description: File consists of chief executive officer's and deputy executive officers'  


incoming and copies of outgoing correspondence. 


 


 Disposition: Retain in office and review on an annual basis.  After the review, destroy 


duplicate and ancillary records. Transfer substantive records when they 


become three (3) years old and are no longer required for administrative 


purposes to the State Archives, with authority to weed, for permanent 


preservation. 


  Amended April 28, 2005 


 


 


1-4 Correspondence (Convenience Copy) 


  Transferred to Series 1-3, April 28, 2005 


 


 


1-5 Correspondence (Records Maintained in Electronic Mail Systems) 


  Transferred to Series 1-3, April 28, 2005 
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Administrative Records    


 


1-6 Legislative Files 


 


 Disposition: Reference copies of legislation that may have an effect upon the agency.  


Record copies are retained by the House of Representatives, the Senate, the 


Secretary of State, and the State Archives. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-7 Reports 


 


 Description: Record copy of reports submitted by Divisions, Departments, or Sections 


documenting activities to Administration. 


 


 Disposition: Retain in office two (2) years, then transfer to the State Archives for 


permanent preservation. 


  Amended April 28, 2005 


 


1-8 Reference File Deleted from Schedule, April 28, 2005 


 


1-9 Telephone Messages and Logs 


 


 Description: Telephone message slips or equivalent used as a written memorandum of 


telephone calls received by employees who are absent or otherwise 


unavailable at the time calls were received. 


 


 Disposition: Retain in office until no longer required for administration purposes, then 


destroy. 


  Amended April 28, 2005 


 


1-10 Telephone Logs Transferred to Series 1-9, April 28, 2005 


 


1-11 Agency Staff Meetings 


 


 Description: Agendas, handouts, and minutes for any Agency Staff Meetings. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-12 Mailing Lists 


 


 Description:    Material used to create, maintain, and generate mailing lists. 


 


 Disposition:    Retain in office until superseded, then destroy. 
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Administrative Records    


 


1-13 Policies and Procedures File   Essential Record (67 O.S., §203(e))  


 


 Description: Record copy of Agency Policies and Procedures Manual which governs the 


operation of the Agency. 


 


 Disposition: Transfer one (1) copy to the State Archives for permanent preservation and 


retain one (1) copy in office permanently.  Transfer one copy of all updates 


to the Policies and Procedures Manual to the State Archives for permanent 


preservation and retain one (1) copy of all updates in office permanently. 


  Amended April 28, 2005 


 


1-14 Division Policies and Procedures Manual Essential Record (67 O.S. §203(e)) 


 


 Description: Record copy of Division Policies and Procedures Manual which governs the 


operation of the Division. 


 


 Disposition: Retain in office until five (5) years after superseded, then destroy provided 


no legal actions are pending.  If legal action is pending destroy two (2) years 


after exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 


  Amended April 28, 2005 


 


1-15 Calendars of Events    


 


 Description: Agency Calendars of Events. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy.   


  Amended April 28, 2005 


 


1-16 Records Inventory Reports 


 


 Description: Records Inventory Reports (RMD Form 1, RMD Form 1MRR-PI, and RMD 


Form 1MRR-PII) which serve as the basis for drafting Records Disposition 


Schedules and Records Disposition Authorizations.  The Oklahoma 


Department of Libraries is the state office of record (Schedule 82-19, Series 


7-12).  


 


 Disposition: Retain in office until superseded, then destroy. 
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Administrative Records    


 


1-17 Records Disposition Schedules and Records Disposition Authorizations 


 


 Description: Approved Records Disposition Schedules and Records Disposition 


Authorizations.  The Archives and Records Commission is the state office 


of record (Schedule 89-11, Series 1-1). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-18 Records Transfer Authorizations 


 


 Description: Records Transfer Authorizations used to accession records into the State 


Archives and State Records Center.  The Oklahoma Department of Libraries 


is the state office of record (Schedule 82-19, Series 6-5 and 7-16). 


 


 Disposition: Retain in office permanently. 


 


1-19 Notices of Intent to Destroy Records 


 


 Description: ARC Form 3, 4, 5, 6, 12, 13, 14, and 15 Notices of Intent to Destroy 


Records and applicable attachments.  The Archives and Records 


Commission is the state office of record (Schedule 89-11, Series 1-5). 


 


 Disposition: Retain in office permanently. 


  Amended October 14, 1998 


 


1-20 Travel Requests 


 


 Description: Travel requests submitted by employees requesting permission to travel at 


state expense and agency copies of travel requisitions detailing departure 


and return times, purposes of travel, travel ticket information, confirmation, 


and cost of trip. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


  Amended April 28, 2005 
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Administrative Records    


 


 


1-21 Litigation Files 


 


A. Description: Records concerning litigation to which the agency is party where the 


Attorney General is attorney of record.  Files contain copies of petitions, 


motions, pleadings, depositions, orders, opinions and related material.  The 


Office of the Attorney General is the state office of record (Schedule 85-16, 


Series 2-3, 2-4). 


 


 Disposition: Retain in office until two (2) years after exhaustion of all legal remedies, 


then destroy. 


 


B. Description: Records concerning litigation to which the agency is party where staff or 


private practice attorney is attorney of record.  Files contain copies of 


petitions, motions, pleadings, depositions, orders, opinions and related 


material. 


 


 Disposition: Retain in office until two (2) years after exhaustion of all legal remedies 


then transfer to State Archives, with authority to weed, for permanent 


preservation. 


 


C. Description: Files contain reference material related to litigation where agency is not a 


party. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-22 Microfilm or Imaging Identification Declaration 


 


 Description: ARC 7, 8, 9, 10, and 12 target forms or their equivalent used in 


microfilming or imaging documents. 


 


 Disposition: For microfilm:  Retain in office and destroy upon certification that the 


microfilm meets all standards established by the Archives and Records 


Commission. 


  For imaged records: Retain in office until no longer required for 


administrative purposes. 


  Amended January 22, 2009 
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Administrative Records    


 


1-23 Real Property File 


 


 Description: File contains deeds, titles, inspection reports, loan agreements, promissory 


notes, and related records dealing with ownership of real property. 


 


 Disposition: Retain in office until five (5) years after final disposition of property, then 


destroy provided all audits have been completed and all applicable audit 


reports have been accepted and resolved by all applicable federal and state 


agencies and provided no legal actions are pending.  If legal action is 


pending destroy two (2) years after exhaustion of all legal remedies 


provided records meet all stipulated retention requirements. 


 


1-24 Risk Management Certificate of Self Insurance 


 


 Description: File contains copies of Certificates of Self Insurance issued by the Risk 


Management Division of the Department of Central Services verifying 


liability insurance.  The Risk Management Division of the Department of 


Central Services is the state office of record (Schedule 90-05, Series 6-31). 


 


 Disposition: Retain in office until superseded, then destroy. 


 


1-25 Property Inventory/Surveys 


 


 Description: File contains copies of original property inventories/property surveys 


conducted for Risk Management plus computer printouts received from Risk 


Management with notations concerning Comprehensive Insurance coverage. 


The Risk Management Division of the Department of Central Services is the 


state office of record (Schedule 90-05, Series 6-32). 


 


 Disposition: Retain in office until superseded, then destroy. 


 


1-26 Incident Reports 


 


 Description: File contains copies of incident reports completed when an incident has 


occurred where the state might be liable for damages.  File includes 


Standard Liability/Standard Incident Report, In Case of Accident Report or 


related reports completed at the time of an incident.  The Risk Management 


Division of the Department of Central Services is the state office of record 


(Schedule 90-05, Series 6-33). 


 


 Disposition: Retain in office two (2) years, then destroy provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 
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Administrative Records    


 


1-27 Safety Audits 


 


 Description: File contains reports of Safety Audits conducted by Risk Management 


Safety Engineer plus follow up reports and correspondence.  The Risk 


Management Division of the Department of Central Services is the state 


office of record (Schedule 90-05, Series 6-35). 


 


 Disposition: Retain in office until next safety audit, then destroy. 


 


1-28 Safety Correspondence 


 


 Description: File contains correspondence from Risk Management Division concerning 


tips on safety and avoiding accidents.  The Risk Management Division of 


the Department of Central Services is the state office of record (Schedule 


82-10, Series 6-36). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-29 Risk Management Policies 


 


 Description: File contains correspondence and materials from Risk Management Division 


concerning policies and rules and regulations regarding Risk Management.  


The Risk Management Division of the Department of Central Services is 


state office of record (Schedule 90-05, Series 6-37). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-30 Risk Management--Motor Vehicle Operator Verification File 


 


 Description: File contains drivers license numbers for state employees who drive their 


own cars on state business.  Agency copy is state office of record copy. 


 


 Disposition: Retain in office until two (2) years after expiration of license, then destroy 


provided no legal actions are pending.  If legal action is pending destroy two 


(2) years after the exhaustion of all legal remedies provided records meet all 


stipulated retention requirements. 
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1-31 Fleet Management Inventory and Sales Reports 


 


 Description: File contains inventory and sales reports (FMD-1) for agency owned 


vehicles.  Information includes vehicle number, make, model and year, 


purchase date, cost, license tag number, location and whether owned, loaned 


or leased.  The Fleet Management Division of the Department of Central 


Services is the state office of record (Schedule 90-05, Series 8-6 and 8-7).  


[Series covers Fleet Management Reports only.] 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-32 Fleet Management Monthly Report 


 


 Description: Monthly summaries turned into Fleet Management Division reporting fuel 


cost and usage, maintenance done and cost and related information.  The 


Fleet Management Division of the Department of Central Services is the 


state office of record (Schedule 90-05, Series 8-8). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-33 Fleet Management Vehicle Maintenance Records 


 


 Description: File contains detailed vehicle maintenance records for agency owned cars. 


 


 Disposition: Retain in office until car is sold or otherwise disposed of, then destroy 


provided all audits have been completed and all applicable audit reports 


have been accepted and resolved by all applicable federal and state agencies 


and no legal actions are pending.  If legal action is pending destroy two (2) 


years after exhaustion of all legal remedies. 


 


1-34 Fleet Management Correspondence 


 


 Description: File contains correspondence and reports detailing Fleet Management 


policies and rules and regulations.  The Fleet Management Division of the 


Department of Central Services is the state office of record (Schedule 90-05, 


Series 8-9). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 
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Administrative Records    


 


1-35 Fleet Management Policies 


 


 Description: File contains agency's Fleet Management Policy on preventive maintenance 


and how their fleet management program will be conducted.  Filed with 


Department of Central Services, Fleet Management Division. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-36 Rule Making and Oklahoma Administrative Code File   Essential Record  (67 O.S., §203(e) 


 


 Description: File contains emergency, permanent and preemptive rules and revocations 


of rules proposed in accordance with 75 O.S., §250 et seq.  Documents 


include notice documents, rule documents, proposed rules, rule revocations, 


and other submissions for publication in the Oklahoma Register and the 


Oklahoma Administrative Code; written statements and petitions received 


during the comment period or during public hearings; stenographic notes; 


video tapes and audio tapes made during public hearings; petitions for 


exceptions to rules; summary statements of public hearings prepared by the 


agency, copies of attestations, liaison verifications, rule impact statements, 


transmittal letters to the governor and the legislature, notices of 


gubernatorial and legislative approval/disapproval; and any other records 


required by the Administrative Procedures Act (75 O.S., §250 et seq.) and 


the Administrative Rules on Rulemaking.  A copy of the Administrative 


Code of the agency consisting of the official rules of the agency may be 


included. 


 


 Disposition: Retain in office permanently. 


  Amended April 28, 2005 


 


1-37 Division Activity Reports 


 


 Description: Monthly or special reports compiled by division personnel for use by its 


staff (not submitted to Agency Administration as part of Series 1-7A). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 
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1-38 OPC Transmittal Forms 


 


 Description: Copies of Oklahoma Publications Clearinghouse Form OPC 2 or equivalent 


submitted along with shipments of publications to the Oklahoma 


Department of Libraries.  The Oklahoma Department of Libraries is the 


state office of record (Schedule 82-19, Series 5-9). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-39 Publications List 


 


 Description: Copies of Oklahoma Publications Clearinghouse Form OPC 3 or equivalent 


submitted to the Oklahoma Department of Libraries.  The Oklahoma 


Department of Libraries is the state office of record (Schedule 82-19, Series 


5-2). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


  Amended April 14, 1999 


 


1-40 Public Relations File 


 


 Description: File consists of copies of news releases and clippings, cassette recordings of 


broadcast announcements, and any other public relations materials. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


transfer all items except those defined as state publications by 65 O.S., §3, 


143.2(2) to the State Archives, with authority to weed, for permanent 


preservation. 


 


1-41 Patent Files 


 


 Description: Files consist of patents and related correspondence pertaining to inventions 


created by individuals in various state agencies. 


 


 Disposition: Retain in office until two (2) years after patent is granted, then transfer to 


the State Archives for permanent preservation. 
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1-42 Audit Reports 


 


A. Description: Files consist of reports of audits conducted by private auditing firms under 


contract with the State of Oklahoma. 


 


 Disposition: Transfer one (1) copy to the State Archives for permanent preservation.  


Retain one (1) copy in office five (5) years, then destroy. 


 


B. Description: Files consist of reports of audits conducted by the Office of the State 


Auditor and Inspector.  The State Auditor and Inspector is the state office of 


record (Schedule 92-13, Series 1-20). 


 


 Disposition:   Retain one (1) copy in office five (5) years, then destroy. 


 


 


1-43 State and Federal Guidelines 


 


A. Description: Guidelines issued by state and federal officials pertaining to program 


activities that are not published in the Code Of Federal Regulations or in the 


Oklahoma Register. 


 


 Disposition: Retain in office permanently. 


 


B. Description: Guidelines issued by state and federal officials that are published in the 


Code of Federal Regulations or the Oklahoma Register. 


 


 Disposition: Retain in office and destroy individual guidelines when superseded. 


 


 


1-44 Organizational Charts 


 


A. Description: Organizational charts indicating overall administrative structure of an 


agency. 


 


 Disposition: Transfer one (1) copy to the State Archives for permanent preservation and 


retain one (1) copy in office permanently. 


 


B. Description: Convenience or reference copies of Series 1-44A (Organizational Charts). 


 


 Disposition: Retain in office until superseded, then destroy. 
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1-45 Requisition for Motor Vehicles 


 


 Description: Agency copies of official written requests for motor vehicles from Motor 


Pool.  The Motor Pool Division of the Department of Central Services is the 


state office of record (Schedule 90-05, Series 4-35). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


1-46 Boiler Inspection Report File 


 


 Description: File consists of semiannual boiler inspection reports and allied documents.  


The Department of Labor is the state office of record (Schedule 82-24, 


Series 4-1). 


 


 Disposition: Retain in office one (1) year, then destroy provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 
 


1-47 Hot Water Heater Inspections (Form SSD-82-11-048) 


 


 Description: Copies of yearly inspections reports of hot water heaters in agency offices.  


The Department of Labor is the state office of record (Schedule 82-24, 


Hydro Inspection File, Series 4-7). 


 


 Disposition: Retain in office one (1) year, then destroy provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


1-48 Loyalty Oaths   


 


 Description: Loyalty oaths to the state and county, signed by state employees in 


accordance with 51 O.S., §36.1, et seq.  Agency copy is state office of 


record copy. 


 


 Disposition: File in applicable Personnel Records of Permanent State Employees 


(Active), Series 3-1A. 


  Amended April 28, 2005 
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1-49 Attorney General Opinions 


 


 Description: Agency copies of official Attorney General opinions and requests in writing 


for letters opinions.  The Office of the Attorney General is the state office of 


record (Schedule 85-16, Series 1-1). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


1-50 Architect Selection Files 


 


 Description: Copies of documents prepared in compliance with the Department of 


Central Services Construction and Properties Division's requirements for 


selection of architects for public construction projects.  The proposal 


submitted by the successful architect is filed with the project file.  The 


Construction and Properties Division of the Department of Central Services 


is the state office of record (Schedule 90-05, Series 14-49). 


 


 Disposition: Retain proposals from unsuccessful architects in office two (2) years, then 


destroy provided no legal actions are pending.  If legal action is pending 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements.  Retain proposals from successful 


architects in office until two (2) years after completion of project, then 


destroy provided no legal actions are pending.  If legal action is pending 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


1-51 Capital Improvement Projects Files 


 


 Description: Agency capital improvement projects files containing copies of information 


to bidders, bid form proposals, bid affidavits, pertinent Senate and House 


bills, public construction contracts, and Construction Contract Forms for 


Use by Public Agencies.  The file may also contain copies of letters signed 


by the agency head to be enclosed with contracts and copies of applicable 


statutes.  The Construction and Properties Division of the Department of 


Central Services is the state office of record (Schedule 90-05, Series 14-30). 


 


 Disposition: Retain in office until two (2) years after completion of project, then destroy 


provided no legal actions are pending.  If legal action is pending destroy two 


(2) years after exhaustion of all legal remedies provided records meet all 


stipulated retention requirements. 
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1-52 Employee Incident Reports 


 


 Description: Reports of incidents and/or occurrences involving employees which do not 


result in risk management or worker's compensation claims. 


 


 Disposition: Retain in office five (5) years, then destroy provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


  Amended April 28, 2005 


 


1-53 Microform Quality Evaluation Forms 


 


 Description: Agency copies of Microform Quality Evaluation Forms filled out by 


inspectors in micrographics laboratories certified by the State Records 


Administrator in accordance with Archives and Records Commission Rule 


60:10-7-4.  The Oklahoma Department of Libraries is the state office of 


record (Schedule 82-19, Series 7-23). 


 


 Disposition: Retain in office permanently. 


  Amended April 28, 2005 


 


1-54 Court Orders 


 


 Description: Court orders issued by judges requiring that certain actions be undertaken 


by the agency. 


 


 Disposition: Retain in office until two (2) years after exhaustion of all legal remedies, 


then transfer to the State Archives, with authority to weed for permanent 


preservation. 


 


1-55 Open Meetings Filings   


 


 Description: Copies of meeting notices filed with the Oklahoma Secretary of State  in 


accordance with the Open Meeting Law (25 O.S., §301 et seq.).  The Office 


of the Secretary of State is the state office of record (Schedule 92-15, Series 


2-15. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


  Amended April 28, 2005 


 


1-56 Open Meeting Filings  [Records Maintained in Electronic Mail Systems] 


  Transferred to Series 1-55, April 28, 2005  
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1-57 Unpublished Annual or Biennial Reports 


 


 Description: Record copy of unpublished annual or biennial reports. 


 


 Disposition: Transfer one (1) copy to the State Archives for permanent preservation and 


retain one (1) copy in office permanently. 


  Amended April 28, 2005 


 


1-58 Board and Commission Correspondence   


 


 Description: File consists of incoming and copies of outgoing correspondence relating to 


board and commission functions and activities. 


 


 Disposition: Retain in office and review on an annual basis.  After the review, destroy 


duplicate and ancillary records.  Transfer substantive records, when they 


become three (3) years old and are no longer required for administrative 


purposes to the State Archives, with authority to weed, for permanent 


preservation. 


  Amended April 28, 2005 


 


1-59 Board and Commission Correspondence  [Convenience Copy]    


  Transferred to Series 1-58, April 28, 2005 


 


1-60 Board and Commission Correspondence  [Records Maintained in Electronic Mail 


Systems] 


 Transferred to Series 1-58, April 28, 2005 


 


1-61 Board and Commission Membership Files   


 


 Description: Files contain information regarding appointments to boards and 


commissions, including biographical information, copies of oath of office 


forms, and incoming letters and copies of outgoing responses to individual 


members rather than to the board or commission as an entity of state 


government. 


 


 Disposition: Retain in office and review on an annual basis.  After the review, destroy 


duplicate and ancillary records and transfer substantive records three (3) 


years to the State Archives, with authority to weed, for permanent 


preservation. 


  Amended  April 28, 2005 


 


1-62 Board and Commission Membership Files  [Records Maintained in Electronic Mail 


Systems] 


  Transferred to Series 1-61, April 28, 2005 
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1-63 Open Records Act Files 


 


 Description: Files pertain to requests for information under provisions of the Oklahoma 


Open Records Act (51 O.S., §24A.1, et seq.) and contain request forms, 


correspondence, copying fee information, and allied information. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


 


1-64 Calendars and Appointment Books 


 


 Description: Calendars and appointment books used to list meeting dates, reporting 


deadlines, and other information. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


  Amended, January 25, 2018 


 


 


1-65 Insurance Policies 


 


 Description: File contains copies of auto, fire, and other insurance policies. 


 


 Disposition: Retain in office until one (1) year after expiration, then destroy provided no 


legal actions are pending.  If legal action is pending destroy two (2) years 


after exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 


 


 


1-66 Records Management Coordinator Appointment Form (ARC Form 11) 


 


 Description: Copies of forms sent to the Office of Archives and Records of the Oklahoma 


Department of Libraries listing appointment of agency Records 


Management Coordinator and title. The Oklahoma Department of Libraries 


is the state office of record (Schedule 82-19, Series 7-19). 


 


 Disposition: Retain in office until superseded, then destroy. 
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1-67 Voter Registration Statements  26 O.S. Supp. 1994 §4-109.2  42 U.S.C.A. § 1973gg et seq. 


 


 Description: File consists of Voter Registration Statements completed by applicants as 


required by the National Voter Registration Act of 1993. 


 


 Disposition: Retain in office two (2) years, then destroy. 
 


 


1-68 Fax Logs 


 


 Description: Reports generated by facsimile machines indicating the names of 


recipients or senders, and times of transmissions.   


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


  Added January 17, 2001 
 


 


1-69 Fax Transmittal Cover Sheets 


 


 Description: Cover sheets which accompany facsimile transmissions of documents to 


recipients. Records typically include names of recipients and senders, dates 


and times of transmissions, and number of pages transmitted. 


 


 Disposition:  Retain in office until no longer required for administrative purposes, then 


destroy. 


   Added January 17, 2001 


 


 


1-70 Communications Service Request/Repair Problems Form 


 


 Description: Form used by state agencies to request telephone service or repairs. 


Information includes agency names, telephone numbers to be billed, and 


signatures of agency Communications Coordinators. State office of record 


copy is Office of State Finance, Schedule 91-08, Series 3-3.  
 


 Disposition:  Retain in office until no longer required for administrative purposes, then 


destroy. 


   Added April 11, 2001 
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1-71 Log of Work-Related Injuries and Illness (Confidential Record CFR 29 §1904.33) 


 


 Description: Log used to record information about work-related injuries and deaths.  


(Oklahoma Department of Labor Form 300). 


 


  


 Disposition:  Retain in office five (5) years, then destroy, provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after 


exhaustion of all legal remedies, provided records meet all stipulated 


retention requirements. 


   Added October 21, 2004 


 


 


1-72  Injury and Illness Report (Confidential  Record  CFR 29 §1904.33) 


 


 Description: Completed forms reporting recordable work-related injury or illness.  


(Oklahoma Department of Labor Form 301) 


 


 


 Disposition:  Retain in office five (5) years, then destroy, provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after 


exhaustion of all legal remedies, provided records meet all stipulated 


retention requirements. 


   Added October 21, 2004 


 


 


1-73  Summary of  Work-Related Injuries and Illness  


 


 Description: Annual summary of work-related injuries and illnesses reported to 


Oklahoma Department of Labor.  (Oklahoma Department of Labor Form 


300A).  Each reporting agency retains the record copy. 


 


 


 Disposition:  Retain in office five (5) years, then destroy, provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after 


exhaustion of all legal remedies, provided records meet all stipulated 


retention requirements. 


   Added October 21, 2004 
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1-74  Emergency Management Program Annual Report  


(Oklahoma Emergency Management Act of  2003 63 O.S. § 683.1 -683.24)  


  


 Description: Annual report prepared by agencies regarding status of agency emergency 


management program.   


 


 Disposition:  Retain in office three (3) years, then destroy, provided no legal actions 


are pending.  If legal action is pending, destroy two (2) years after 


exhaustion of all legal remedies, provided records meet all stipulated 


retention requirements. 


    Added April 24, 2008 
 


 


1-75       Employee Recognition Awards File  


  


 Description: File includes nominations, applications, incoming and copies of outgoing 


correspondence, copies of certificates or acknowledgements and other 


information related to employee recognition programs.   


 


 Disposition:  Retain in office until no longer required for administrative purposes, 


then destroy.   


    Added April 24, 2008 


 


1-76 Reception Area Sign-in Sheets 


 


 Description: File includes reception area sign-in sheets used by visitors to an agency.  


Information may include visitor’s name, agency staff member’s name, and 


purpose of meeting. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


       Amended, January 25, 2018 


 


 


1-77 Oklahoma Sunset Law Review Materials 


 


 Description: File contains copy of sunset review questionnaire, supporting 


documentation, response and sunset review hearing information. 


 


 Disposition: Retain in office for five (5) years after the close of the Legislative session 


following Sunset Law review for use in the next cycle of review. Destroy 


records after the close of the next Legislative session.  If agency, board or 


commission does not continue, transfer records to the State Archives for 


permanent preservation. 


                                      Added April 16, 2009 
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2-1 6-Digit Expenditure Detail Reports 


 


 Description: Monthly computer printouts from the Office of State Finance listing 


expenditures incurred within each agency fund/amount.  Agency copy is the 


state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-2 Budget and Cash Balance Reports 


 


 Description:   Monthly computer printouts from the Office of State Finance listing the 


closing balances of all treasury accounts.  The Office of State Finance is the 


state office of record (Schedule 91-08, Series 2-20A). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-3 Summary of Receipts, Disbursements, and Balances by Agency 


 


 Description: Monthly computer printouts from the Office of State Finance showing 


beginning account balances, receipts, disbursements, transfers, and ending 


balances for each agency fund.  The Office of State Finance is the state 


office of record (Schedule 91-08, Series 2-27A). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-4 6-Digit Object of Expenditure Summary Reports 


 


 Description: Monthly computer printouts from the Office of State Finance listing 


expenditures by object of expenditure sequence.  Agency copy is the state 


office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-5 Monthly Receipts and Expenditure Reports 


 


 Description: Internal records listing receipts by source code and expenditures by program 


and object code, and providing monthly and year-to-date information.  


Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-6 Budget Work Program 


 


A. Description: Copies of OSF Form 55, Capital Outlay Projects; OSF Form 47, Detail of 


Personnel by Sub-Activity; OSF Form 47.1, Detail of Exempted Personnel 


by Sub-Activity; OSF Form 47.2, Detail of Professional Services by 


Sub-Activity; OSF Form 16, Detail of Expenditures by Sub-Activity; OSF 


Form 22, Summary of Sub-Activities within an Activity; OSF Form 17, 


Detail of Expenditures by Activity; OSF Form 21, Summary of Activities 


Within an Agency; Form 33, Estimate of Income To Agency Funds; OSF 


Form 48, Request for Allotment and/or Appropriation Transfer; OSF Form 


47, Detail of Personnel by Sub-Activity - Revision; OSF Form 47.1, Detail 


of Exempted Personnel by Sub-Activity - Revision; OSF Form 47.2, Detail 


of Professional Services by Sub-Activity - Revision; OSF Form 16, Detail of 


Expenditures by Sub-Activity - Revision; OSF Form 22, Summary of 


Sub-Activities within an Activity - Revision; OSF Form 17, Detail of 


Expenditures by Activity - Revision; OSF Form 21, Summary of Activities 


Within an Agency - Revision; and OSF Form 33, Estimate of Income to 


Agency Funds - Revision budget requests.  The Office of State Finance is 


the state office of record (Schedule 91-08, Series 1-2). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


B. Description: File contains materials submitted from various divisions and other working 


papers used to compile agency budget work program.  Agency copy is the 


state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


  Amended April 28, 2005 
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2-7 Budget Requests 


 


A. Description: Copies of agency budget requests submitted to the Office of State Finance 


for development of Executive budget.  The Office of State Finance is the 


state office of record (Schedule 91-08, Series 1-3). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


B. Description: File contains materials submitted from various divisions and other working 


papers used to compile agency budget request. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


C. Description: Division copies of material submitted by division for inclusion in agency 


budget request. 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


 


2-8 Indirect Cost Rate 


 


 Description: Approved indirect cost rate used as an overhead charge to various programs. 


 Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-9 Annual Allotment Requests 


 


 Description: Copies of OSF Form 24A requesting that revolving and appropriated funds 


be posted to agency accounts.  The Office of State Finance is the state office 


of record (Schedule 91-08, Series 1-2). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-10 Request for Allotment and Appropriation Transfer 


 


 Description: Copies of OSF Form 48 requesting that appropriated funds be transferred to 


different line items.  The Office of State Finance is the state office of record 


(Schedule 91-08, Series 1-4). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-11 Requests for Encumbrance 


 


 Description: Copies of OSF Form NP7 used to encumber agency funds "against existing 


non-encumbered contracts."  The Office of State Finance is the state office 


of record (Schedule 91-08, Series 2-53). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-12 Miscellaneous Claims and Invoices  (Except OSF Form 14, OSF Form 3 (when used for 


payroll withholdings) and OSF Form 9) 


 


A. Description: Copies of OSF Form 3, "Notarized Claim Voucher and Disbursement of 


Payroll Withholdings"; OSF Form 15A, "Claim Jacket Form"; OSF Form 


15B, "Inter/Intra Payment"; OSF Form 19, "Travel Voucher"; OSF Form 18, 


"Actual and Necessary Expense Travel Voucher"; Affidavit - Actual and 


Necessary Unreceipted Travel Expenses; and OSF Form 19A, Travel 


Voucher Attachment submitted to the Office of State Finance for payment 


of financial obligations other than payrolls.  The Office of State Finance is 


the state office of record (Schedule 91-08, Series 2-64). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies, provided no legal actions are pending, 


then destroy.  If legal action is pending, destroy two (2) years after 


exhaustion of all legal remedies, provided records meet all stipulated 


retention requirements. 


 


B. Description: Third or non-audit copies of items in Series 2-12A (Miscellaneous Claims 


and Invoices). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


  Amended July 16, 2009 


 


2-13 Alternate Claim Processing System [Electronically Filed Miscellaneous Claims and  


Invoices] 


 


 Description: Claims filed by state agencies and state supported institutions of higher 


education that have been approved by the Office of State Finance to file 


electronically.  Records include OSF Form 3, "Notarized Claim Form"; OSF 


Form 15A, "Claim Jacket Form"; OSF Form 15B, "Inter/Intra Payment"; 


OSF Form 19, "Travel Voucher"; OSF Form 18, "Actual and Necessary 


Expense Travel Voucher"; Affidavit - Actual and Necessary Unreceipted 


Travel Expenses; and OSF Form 19A, Travel Voucher Attachment 


submitted to the Office of State Finance for payment of financial obligations 


other than payrolls.  Agency copies are state office of record copies.  


(Records do not include OSF Form 14, "Claim for Disbursement of Payroll 


Withholdings," and OSF Form 9, "Imprest Cash Form" and allied 


documentation.  For the disposition of OSF Form 14 and OSF Form 9, 


refer to Series 2-82). 
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2-13 Alternate Claim Processing System [Electronically Filed Miscellaneous Claims and 


Invoices]  


 


 Disposition: Retain in office seven (7) years then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


 


2-14 Payroll Claims   Records are subject to 51 O.S., §24A.7 


 


 Description: Copies of OSF Form 41, Payroll Funding Sheet-Record Type C and Tape 


Layout; OSF Form 41, Payroll Funding Detail Listing - Record Type S & 


Tape Layout; and any required supporting documents submitted to the 


Office of State Finance for payment of employee wages and salaries.  The 


Office of State Finance is the state office of record (Schedule 91-08, Series 


2-63). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


  Amended April 28, 2005 


 


 


2-15 Payroll Warrant Cancellation Forms 


 


 Description: Copies of OSF Form PWC, "Request for Payroll Warrant Cancellation" 


submitted to the Office of State Finance.  The Office of State Finance is the 


state office of record (Schedule 91-08, Series 2-56). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-16 Official Depository Records 


 


 Description: Agency copies of forms submitted to the State Treasurer's Office along with 


deposits of funds to Treasury Fund Accounts.  The Office of the State 


Treasurer is the state office of record (Schedule 87-25, Series 1-1). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


  Amended April 28, 2005 


 


 


2-17 Affidavit of Lost or Destroyed Warrant  


 


 Description: Affidavits (OSF Form 20B) submitted by agencies to the Office of State 


Finance requesting the issuance of warrants to replace warrants that have 


been lost, stolen, or destroyed, requested prior to the statutory cancellation 


of the warrant. 


 


 Volume: 2 cubic feet per year 


 


 Disposition:  Retain in office until one (1) year after all audits have been completed 


and all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years 


after exhaustion of all legal remedies. 


   Amended July 12, 2000 
 


 


2-18 Affidavits for Cancelled Warrants Issued in Error 


 


 Description: Agency copies of affidavits submitted to the Office of State Finance 


requesting the issuance of warrants to replace warrants issued in error.  


Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-19 Purchase Order Files 


 


A. Description: Agency copies of documents submitted to the Central Purchasing Division 


of the Department of Central Services to acquire goods and services.  


Documents include Central Purchasing Form #2, "Purchase Requisition"; 


Invitation to Bid; correspondences concerning purchase; copy of purchase 


order; sole source affidavit if applicable; contents for professional services 


and local funding project awards; and CP Form 001, "Change Order Form". 


The Central Purchasing Division of the Department of Central Services is 


the state office of record (Schedule 90-05, Series 7-27). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


B. Description: Division copies of items in Series 2-19A (Purchase Order Files). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


 


2-20 Refund Records 


 


 Description: Claims and duplicate vouchers written against Treasurer's Office agency 


clearing accounts.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 
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2-21 Institutional Purchase Orders and Contracts/"Agency Issued Orders"[Except Institutions 


of Higher Education] 


 


A. Description: Copies of OSF Form 17, "Purchase Order Form," OSF Form 3A, 


"Contracts," and may include OSF Form 6C, "Advice of Change," and OSF 


Form 49, "Request for 30 Day Requirement Waiver.  These forms are used 


for purchase orders and contracts for agencies except institutions of higher 


education that are exempt from the Oklahoma Central Purchasing Act or if 


the type of acquisition is exempt from the act.  The Office of State Finance 


is the state office of record (Schedule 91-08, Series 2-53).  For records 


pertaining to institutions of higher education, see State Universities and 


Colleges General Records Disposition Schedule, Series 5-9A and 5-9B. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


B. Description: Division copies of items in Series 2-21A (Institutional Purchase Orders and 


Contracts "Agency Issued Orders"). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 
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2-22 Authorizations for Purchase   (Prior to February 1, 2000) 


 


A. Description: Copies of OSF Form 6 used to acquire goods and services when it is not 


feasible or required to go out on competitive bid.  The Office of State 


Finance is the state office of record (Schedule 91-08, Series 2-53). 


 


 Disposition:  Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


   Amended April 12, 2000 


 


B. Description:  Division copies of items in Series 2-22A, Authorizations for Purchase 


(Prior to February 1, 2000). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


  Amended April 12, 2000 


 


C. Authorizations for Purchase  (February 1, 2000-) 


 


Description: Copies of OSF Form 6 used to acquire goods and services when it is not 


feasible or required to go out on competitive bid.  The agency copy is the 


state office of record copy. 


 


Disposition: Retain in office seven (7) years then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions 


are pending, then destroy.  If legal action is pending destroy two (2) years 


after exhaustion of all legal remedies. 


  Added April 12, 2000 


 


D. Description: Division copies of items in Series 2-22C, Authorizations for Purchase 


(February 1, 2000). 


 


 Disposition:  Retain in office until no longer required for administrative purposes, then 


destroy. 


   Added April 12, 2000 
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2-23 Statewide Contracts 


 


 Description: Agency copies of Central Purchasing Statewide Contracts for goods and 


services.  Information includes contract numbers, expiration dates, terms 


and conditions, and awarded contract and all relative addendum.  The 


Central Purchasing Division of the Department of Central Services is the 


state office of record (Schedule 90-05, Series 7-29). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


  Amended October 13, 2011 


 


 


2-24 Scheduled Buys 


 Transferred to series 2-91 October 13, 2011 


  


 


 


2-25 6-Digit Object of Expenditure Summary by Fund Report 


 


 Description: Computer Printouts from the Office of State Finance listing agency 


expenditures by object code in fund sequence.  Agency copy is the state 


office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


2-26 Agency Special and Clearing Account Reports 


 


 Description: Copies of OSF Form 11, "Agency Clearing Account Report" and OSF Form 


11A, "Agency Special Account Report," detailing transactions through 


clearing and special accounts.  Agency copy is the state office of record 


copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies 







  ARCHIVES AND RECORDS COMMISSION  


  


  CONSOLIDATED GENERAL RECORDS DISPOSITION SCHEDULE  


  


* January 25, 2018 * 


 


 


 


42 


Financial Records    


 


2-27 Reconcilement of Official Depository Balance  


 


 Description: Agency copies of documents, including Agency Summary/Activities 


Statements and Reconcilement of Official Depository Balance as per 


Statement Rendered by the State Treasurer's Office, used to reconcile 


agency accounting records with those compiled by the State Treasurer's 


Office.  The Office of the State Treasurer is the state office of record 


(Schedule 87-25, Series 1-2). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


2-28 FICA Quarterly Reports 


 


 Description: Quarterly Reports from the Office of State Finance listing employee 


wages and tax deductions. 


 


 Disposition: Retain in office and destroy individual reports one (1) year after all audits 


have been completed and all applicable audit reports have been accepted 


and resolved by all applicable federal and state agencies and provided no 


legal actions are pending, then destroy.  If legal action is pending destroy 


two (2) years after exhaustion of all legal remedies provided records meet 


all stipulated retention requirements. 


  Added October 13, 1999 


 


 


2-29A Special and Clearing Account Vouchers (Warrants) (Prior to January 2, 2003) 


 


 Description: Vouchers written on special and clearing accounts, including 340 Funds 


and 700 Funds.  The agency maintains the record copy. 


 


[Note:  Agencies may retain their copies of these records in hard copy, 


micro format, or optical imaging format.  Copies maintained in micro 


format and optical imaging format shall satisfy all requirements for these 


formats specified in the Introduction to this General Records Disposition.]


  


Disposition:  Retain in office for seven (7) years, then destroy records after all audits 


have been completed and all applicable audit reports have been accepted 


and resolved by all applicable federal and state agencies, provided no 


legal actions are pending.  If legal action is pending, destroy two (2) 


years after exhaustion of all legal remedies, provided records meet all 


stipulated retention requirements. 


    Amended October 23, 2003 
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2-29B Special and Clearing Account Vouchers (Warrants) (January 2, 2003-) (Electronic File) 


 


Description:  Vouchers written on special and clearing account vouchers, including 


340 Funds and 700 Funds.  The Office of the State Treasurer is the state 


office of record.  The Department of Human Services is the office of 


record for vouchers issued by that agency.  See Department of Human 


Services Records Disposition Schedule 98-02, Series 10-6A and 10-6B 


regarding the disposition of DHS 340 and 700 funds. 


 


Disposition:  Retain in office and transfer records to an electronic format.  Destroy 


hard copy documents except those that cannot be reproduced in a legible 


and readable condition upon certification that all records have been 


successfully entered into an electronic format.  Maintain a backup copy 


in a storage area that meets the manufacturer's recommendations for 


temperature and humidity controls.  Delete records and destroy all below 


standard documents when records become seven (7) years old, provided 


all audits have been completed and all applicable audit reports have been 


accepted and resolved by all applicable federal and state agencies and 


provided no legal actions are pending.  If legal action is pending, destroy 


two (2) years after exhaustion of all legal remedies, provided records 


meet all stipulated retention requirements. 


Amended October 26, 2006 


 


2-30 Receipts 


 


A. Description: Copies of receipts issued to persons who have remitted license fees or made 


other payments to the agency.  Agency copy is the state office of record 


copy. 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


B. Description: Third or non-audit copies of items in Series 2-30A  (Receipts). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 
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2-31 Special Account Applications 


 


 Description: Agency copies of OSF Form 18 submitted to the Office of State Finance 


requesting permission to establish special accounts.  The Office of State 


Finance is the state office of record (Schedule 91-08, Series 2-58). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 


 


 


2-32 Payroll Working File   Records are subject to 51 O.S., §24A.7 


 


 Description: Prelists, copies of employee withholding data, payroll cancellation 


information, and other documents used to compile agency payroll. 


 


 Disposition: Retain in office until superseded, then destroy. 


 


 


2-33 Accounting Ledgers 


 


 Description: Internal records compiled to monitor the receipt and disbursement of funds.  


Agency copy is the state office of record copy. 


 


 Disposition: Retain in office seven (7) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


  Amended April 28, 2005 


 


2-34 Bond Ledgers and Issuance Files  Records are subject to 51 O.S., §24A.7 


 


 Description: These records pertain to deductions from employee salaries and wages for 


the purchase of U.S. Savings Bonds and may include data relative to bond 


serial numbers and issue dates.  Agency copy is the state office of record 


copy. 


 


 Disposition: Retain in office seven (7) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after the exhaustion 


of all legal remedies provided records meet all stipulated retention 


requirements. 
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2-35 Maintenance and Insurance Files   Records are subject to 51 O.S., §24A.7 


 


 Description: Reports listing employee salary and wage deductions for insurance, credit 


union dues, and annuities, as well as billing documents from insurance 


companies for premium payments and copies of applicable miscellaneous 


claims sent to the Office of State Finance.  Agency copy is the state office of 


record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-36 Miscellaneous Payroll Data   Records are subject to 51 O.S., §24A.7 
 


 Description: Overtime reports and payroll data for seasonal employees.  Documents are 


used to compile agency payrolls submitted to the Office of State Finance.  


Agency copy is the state office of record copy. 
 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 
 


2-37 Clearing Account Letters 
 


 Description: Copies of letters submitted to the State Treasurer's Office requesting the 


establishment of an Agency Clearing Account.  The Office of the State 


Treasurer is the state office of record (Schedule 87-25, Series 1-7). 
 


 Disposition: Retain in office until one (1) year after account has been cancelled, then 


destroy. 
 


2-38 Treasury Fund Request Letters 
 


 Description: Copies of letters submitted to the Office of State Finance requesting the 


establishment of treasury fund accounts.  Agency copy is the state office of 


record copy. 
 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-39 Agency Clearing and Special Account Advice of Deposit Slips 
 


 Description: Cards submitted by agencies to the State Treasurer's Office listing funds 


deposited in approved banks.  The Office of the State Treasurer is the state 


office of record (Schedule 87-25, Series 1-3). 
 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


2-40 Agency Special and Clearing Account Claims 


 


 Description: Invoices, vouchers and supporting documentation for payment of 


obligations from Agency Special or Clearing Accounts.  Agency copy is the 


state office of record copy. 


 


 Disposition: Retain in office seven (7) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


 


2-41 Inventories 


 


 Description: Files include data sheets, purchasing documents, annual physical audits, sale 


documents, transfer receipts, disposition notices, printouts, etc., on 


equipment and furniture to meet minimum documentation requirements 


established by the State Auditor and Inspector for audit purposes.  Agency 


copy is the state office of record copy. 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after the exhaustion 


of all legal remedies provided records meet all stipulated retention 


requirements. 


  Amended April 28, 2005 
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2-42 Sales Tax Reports 


 


 Description: Reports to the Oklahoma Tax Commission on collection of sales tax.  The 


Sales Tax Division of the Oklahoma Tax Commission is the state office of 


record (Schedule 83-13, Series 3-1). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-43 Surplus Property File 


 


 Description: File contains memos, worksheets and invitation to bid forms relating to 


surplus property.  Agency copy is the state office of record copy. 


 


 Disposition: Enter deletions on inventory.  Retain in office five (5) years after sale or 


transfer, then destroy provided all audits have been completed and all 


applicable audit reports have been accepted and resolved by all applicable 


federal and state agencies and provided no legal actions are pending. If legal 


action is pending destroy two (2) years after the exhaustion of all legal 


remedies provided records meet all stipulated retention requirements. 


 


2-44 Payroll Year-To-Date Reports   Records are subject to 51 O.S., §24A.7 


 


 Description: Cumulative monthly computer printout from the Office of State Finance 


showing gross pay, deductions and net pay on a calendar year basis.  


Information is duplicated in Payroll Claims (Series 2-14) and W-2 Forms 


(Series 3-15). 


 


 Disposition: Retain in office and destroy all monthly reports when no longer required for 


administrative purposes.  Destroy all calendar year end reports, when they 


become two (2) years old. 


 


2-45 Employees on Payroll of More Than One Agency  Records are subject to 51 O.S., §24A.7 


 


 Description: Cumulative monthly report computer printout from the Office of State 


Finance to agencies with employees that work for another agency used to 


track FICA and other deductions.  Information is duplicated in Payroll 


Claims (Series 2-14) and W-2 Forms (Series 3-15).  Agency copy is the state 


office of record copy. 


 


 Disposition: Retain in office and destroy all monthly reports when no longer required for 


administrative purposes.  Destroy all calendar year end reports, when they 


become two (2) years old. 
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2-46 State of Oklahoma Notification of Intent and Action Notification Forms 


 


 Description: Preliminary document used to notify the Department of Commerce of 


possible federal funding by source, and document used to notify the 


Department of Commerce of receipt of funds.  The Department of 


Commerce is the state office of record (Schedule 89-03, Series 6-8). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-47 Outstanding Purchase Orders Report 


 


 Description: Monthly printout generated by Office of State Finance listing outstanding 


Purchase Orders.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-48 Cancelled Non-encumbered Contracts/Cancelled Non-Binding Contracts Reports 


 Deleted from schedule October 13, 2011 


  


2-49 Financial Correspondence   


 


 Description: Correspondence between agency and the Office of State Finance, 


Department of Central Services, State Treasurer, State Auditor and 


Inspector and/or vendors.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


  Amended April 28, 2005 


 


 


2-50 Financial Correspondence  [Records Maintained in Electronic Mail Systems] 


  Transferred to Series 2-49, April 28, 2005 
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2-51 Miscellaneous Financial Computer Printouts 


 


 Description: Computer printouts generated for reference use from agency financial 


information.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-52 Travel Expenditure Reports 


 


 Description: Cumulative quarterly computer printout from the Office of State Finance 


listing agency travel claims.  Agency copy is the state office of record copy. 


 


 Disposition: Retain quarterly reports until superseded.  Retain year end report in office 


until one (1) year after all audits have been completed and all applicable 


audit reports have been accepted and resolved by all applicable federal and 


state agencies and provided no legal actions are pending, then destroy.  If 


legal action is pending destroy two (2) years after exhaustion of all legal 


remedies. 


 


2-53 Fiscal AFP Expenditure Reports 


 


 Description: Cumulative monthly computer printout from the Office of State Finance 


listing expenditures against Authorizations for Purchase.    Agency copy is 


the state office of record copy. 


 


 Disposition: Retain monthly reports until superseded, then destroy.  Retain year end 


report in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-54 Transmittal Letters 


 


 Description: Copies of letters of enclosure included with state warrants mailed to vendors 


for payments of goods and services.  Agency copy is the state office of 


record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 
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2-55 Request For Replacement Of A Missing Warrant Cancelled By Statute 


 


 Description: Agency copies of OSF Form 20A and 2-20 requesting the issuance of 


warrants to replace ones which have been statutorily cancelled.  The Office 


of State Finance is the state office of record (Schedule 91-08, Series 2-55). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-56 State Insurance Payroll Fund Reports 


 


 Description: Agency copies of reports submitted to CompSource Oklahoma that are the 


basis for premium calculations. CompSource Oklahoma  is the state office 


of record (Schedule 88-12, Series 16-1). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


  Amended July 18, 2001 


 


2-57 Workers Compensation Claims File 


 


 Description: Agency copies of reports, correspondence, and other documents pertaining 


to injury claims against CompSource Oklahoma.  CompSource Oklahoma is 


the state office of record (Schedule 88-12, Series 9-3 through 9-8). 


 


 Disposition: Retain in office two (2) years, then destroy. 


  Amended July 18, 2001 


 


2-58 Certificates of Deposit 


 


 Description: Certificates of Deposit or safekeeping receipt for funds invested by state 


agencies.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after the exhaustion 


of all legal remedies provided records meet all stipulated retention 


requirements. 
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2-59 Postal Meter Reading Record 


 


 Description: U.S. Postal Service PS Form 3602-A, Daily Record of Meter Register 


Readings.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-60 Meter Postage Receipts 


 


 Description: U.S. Postal Service PS Form 3603, Receipt for Postage Meter Setting.  


Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


the exhaustion of all legal remedies. 


 


2-61 Treasurer's Correction of Account 


 


 Description: Agency copy of STO Form 31 from the State Treasurer's Office notifying 


agency of a correction to account, for reason (e.g. "Advice of Deposit Cards 


Not Received...").  The Office of the State Treasurer is the state office of 


record (Schedule 87-25, Series 1-5). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


2-62 Lease Contracts for Space 


 


 Description: File contains contracts for leasing of space for office, warehouse, or storage. 


 Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until three (3) years after expiration, then destroy provided 


all audits have been completed and all applicable audit reports have been 


accepted and resolved by all applicable federal and state agencies and 


provided no legal actions are pending.  If legal action is pending destroy two 


(2) years after the exhaustion of all legal remedies provided records meet all 


stipulated retention requirements. 
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2-63 Lease Contracts for Equipment 


 


 Description: File contains contracts for leasing of equipment.  Agency copy is the state 


office of record copy. 


 


 Disposition: Retain in office until three (3) years after expiration, then destroy provided 


all audits have been completed and all applicable audit reports have been 


accepted and resolved by all applicable federal and state agencies and 


provided no legal actions are pending.  If legal action is pending destroy two 


(2) years after the exhaustion of all legal remedies provided records meet all 


stipulated retention requirements. 


 


 


2-64  Bills of Lading 


 


 Description: Incoming and outgoing bills of lading which accompany the delivery of 


goods.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies.  (May be filed with the Miscellaneous 


Claims, Series 2-12A and 2-13.) 


 


 


2-65 UPS Manifest 


 


 Description: Record consists of log books supplied by United Parcel Service used for 


shipping materials with UPS.  Agency copy is the state office of record 


copy. 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 
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2-66 Telephone Bills 


 


A. Description: Records consist of monthly Centrex telephone bills and applicable 


attachments sent by the Office of State Finance.  The Office of State 


Finance is the state office of record (Schedule 91-08, Series 3-1A). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


B. Description: Record consists of pages two and following which are sent with bills from 


telephone companies to an agency detailing monthly telephone charges.  


The first page is returned with the warrant when the bill is paid.  Agency 


copy is the state office of record copy. 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


  Amended April 28, 2005 
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2-67 Gas Charge Slips 


 


A. Description: Purchaser copies of gas, oil, and other vehicle services charged on an 


Department of Central Services credit card and turned over to agency fiscal 


office for payment upon billing by the Department of Central Services.  The 


Department of Central Services is the state office of record (Schedule 90-05, 


Series 2-58). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


B. Description: Purchaser copies of gas, oil, and other vehicle services charged on an agency 


credit card and turned over to the agency fiscal office for payment upon 


receipt of bill.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-68 Internal Requisitions 


 


A. Description: Forms submitted to the fiscal services office, purchasing office, or business 


office to request supplies.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


B. Description: Division copies of items in Series 2-68A (Internal Requisitions). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 
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2-69 Non-binding Contracts 


 Transferred to series 2-91 October 13, 2011 


 


2-70 Photocopy Meter Reading Records 


 


 Description: Forms completed listing the number of copies made, dates readings were 


taken, and signatures of persons completing forms.  Agency copy is the state 


office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


  Amended April 28, 2005 


 


2-71 Miscellaneous Warrant Register 


 


 Description: Agency copies of monthly computer printouts from the Office of State 


Finance listing all miscellaneous warrants issued during the reporting 


period.  The Office of State Finance is the state office of record (Schedule 


91-08, Series 2-34A). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-72 Payroll Warrant Register 


 


 Description: Agency copies of monthly computer printouts from the Office of State 


Finance issued during the reporting period.  The Office of State Finance is 


the state office of record (Schedule 91-08, Series 2-35A). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-73 Record of Registered, Insured, C.O.D., Certified, and Express Mail 


 


 Description: U.S. Postal Service PS Form 3877, used in conjunction with special mail 


services.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


2-74 Notice to Replenish Advance Deposit Account 


 


 Description: U.S. Postal Service PS Form 3580, used to notify agency when LONG and 


SHORT accounts are near depletion.  Agency copy is the state office of 


record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


2-75 Bid Purchase File 


 


 Description: Records for purchases conducted through the bid process but not through 


the Department of Central Services.  Agency copy is the state office of 


record copy. 


 


 Disposition: Retain in office seven (7) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


2-76 Signature Cards 


 


 Description: Copies of OSF Form 13 submitted to the State Treasurer by agencies 


containing the names and signatures of persons authorized to deposit 


proceeds or moneys in agency accounts or sign checks.  The Office of the 


State Treasurer is the state office of record (Schedule 87-25, Series 1-4). 


 


 Disposition: Retain in office until person listed is no longer authorized to handle 


financial transactions, then destroy. 
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2-77 Stop Payment Requests 


 


 Description: Correspondence from agencies and Stop Payment Forms completed by 


Treasurer's office employees when agencies request that warrants not be 


redeemed for payment.  File also contains photocopies of Stop Payment 


Forms.  The Office of the State Treasurer is the state office of record 


(Schedule 87-25, Series 1-101). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-78 Warranty File 


 


 Description: Warranties for equipment purchased by an agency for its use.  Agency copy 


is the state office of record copy. 


 


 Disposition: Retain in office until equipment is sold, surplused, or otherwise removed 


from service, then destroy provided no legal actions are pending.  If legal 


action is pending destroy two (2) years after exhaustion of all legal remedies 


provided records meet all stipulated retention requirements. 


 


 


2-79 Premium Billing 


 


 Description: Agency copies of billing documents for insurance premiums sent by 


CompSource Oklahoma. CompSource Oklahoma is the state office of record 


(Schedule 88-12, Series 20-2). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


  Amended July 18, 2001 
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2-80 Auction Reports 


 


 Description: Reports of auctions conducted by the agency.  Files contain letters to the 


Central Purchasing Division of the Department of Central Services 


requesting permission for auction, lists of items to be auctioned, letter from 


Department of Central Services authorizing sale, buyer sign-in sheets, sales 


tickets, amounts recorded by buyer (net sales, tax, gross), report to 


Department of Central Services on items sold and price of each, and other 


miscellaneous supporting documents, and copies of reports to Oklahoma 


Tax Commission (Schedule 83-13, Series 3-1) on sales tax derived from the 


auction.  The Department of Central Services is the state office of record 


(Schedule 90-05, Series 7-28). 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


 


2-81 Salary Warrant Receipt Records 


 


 Description: Records used to transmit each employees' monthly and supplemental payroll 


warrants and any applicable correspondence.  The employee and/or designee 


signs the record each month to prove receipt of warrant and then returns it to 


the agency business office.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-82 Miscellaneous Claims and Invoices (OSF Form 14, OSF Form 3 (when used for payroll 


withholdings) and OSF Form 9) 


 


A. Description: File includes copies of  OSF Form 14, “Claim for Disbursement of Payroll 


Withholdings”, “OSF Form 9, “Imprest Cash Form”, OSF Form 3, 


"Notarized Claim Voucher and Disbursement of Payroll Withholdings" 


(only when used for payroll withholdings);  submitted to the Office of State 


Finance for payment of financial obligations other than payrolls and 


related expenditure details.  The agency is the state office of record for the 


expenditure details for claim payments. The Office of State Finance is the 


state office of record for the forms (Schedule 91-08, Series 2-64).  


 


Disposition:            Retain in office for seven (7) years, then destroy records after all audits 


have been completed and all applicable audit reports have been accepted 


and resolved by all applicable federal and state agencies, provided no 


legal actions are pending.  If legal action is pending, destroy two (2) years 


after exhaustion of all legal remedies, provided records meet all stipulated 


retention requirements. 


            


   


B. Description:            Third or non-audit copies of records in Series 2-82A (Miscellaneous Claims 


and Invoices (OSF Form 14, OSF Form 3 (when used for payroll 


withholdings), and OSF Form 9). 
 


 Disposition:           Retain in office until no longer required for administrative purposes, then 


destroy. 


Added to schedule, July 16, 2009. (Series was transferred to Series 2-12, 


October 18, 2007, then returned to Series 2-82, July 16, 2009.) 


 


2-83 Request For Miscellaneous Warrant Cancellation 


 


 Description: Copies of OSF Form MWC, "Request For Miscellaneous Warrant 


Cancellation," submitted to the Office of State Finance.  The Office of State 


Finance is the state office of record (Schedule 91-08, Series 2-57). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-84 Miscellaneous Inter-Intra Agency Transfers (From Sending Agency) Report 


 


 Description: Computer printouts from the Office of State Finance listing processed 


warrantless claims.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


2-85 Statutory Cancellation Report 


 


 Description: Computer printouts from the Office of State Finance listing statutory 


cancellations of warrants.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-86 Professional Services Monthly Report 


 


 Description: Computer printouts from the Office of State Finance listing expenditures 


pertaining to contractual services, i.e., legal, architectural, administrative, 


and consulting.  Agency copy is the state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


2-87 Miscellaneous Inter-Intra Agency Transfers (to Receiving Agency) Report 


 


 Description: Computer printouts from the Office of State Finance listing processed 


warrantless claims. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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2-88 Payroll Fund Transfer Forms 


 


 Description: Copies of OSF Form PFT submitted to the Office of State Finance showing 


transfer activity between budgetary funds and the payroll fund.  Data 


includes fund, agency, account, sub-activity, transfer, debit and credit.  


Agency copy is state office of record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-89 Supplemental Insurance Withholding Record 


 


 Description: Files consist of records of claims by which agencies remit state employees' 


voluntary payroll deductions for supplemental insurance and retirement 


plans.  The Office of State Finance is the office of record (Schedule 91-08, 


Series 2-64A). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 


 


 


2-90 Year-to-Date Deposit Record  


 


 Description: Computer printout from Office of State Finance listing deposit totals for the 


current month and fiscal year summarized by agency, fund, and revenue 


code.  Agency copy is State Office of Record copy. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 
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2-91 Contracts and Acquisitions File (OAC 260:115-5-9) 


 


 Description: File includes contract documents, excluding those related to space or 


equipment rental, to which the agency is party, such as invitation to bid, 


request for proposal or quotation; attachments; amendments; change orders 


or modifications; the supplier’s bid or quotation with attachments; 


evaluations; purchase orders; and related information. 


 


 Disposition: Retain in office until seven (7) years after expiration of contract, then 


destroy, provided all audits have been completed and all applicable audit 


reports have been accepted and resolved by all applicable federal and state 


agencies and provided no legal actions are pending.  If legal action is 


pending, destroy two (2) years after exhaustion of all legal remedies, 


provided records meet all stipulated retention requirements. 


  Amended January 22, 2015 


 


2-92 Professional Services Contracts File 


 Transferred to series 2-91 October 13, 2011 


 


2-93 Airline Invoices 


 


 Description: Agency copies of airline invoices. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 


 


2-94 Flight Ticket Encumbrance Request 


 


 Description: Agency copies of forms listing invoice date, account, location name, and 


social security number for budget accounting. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 
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2-95 Notice of Bankruptcy  


 


 Description: Files contain records of both corporate and individual bankruptcy filings, 


notices of creditors meetings, and related incoming and copies of outgoing 


correspondence. 


 


 Disposition: If no monetary claim is involved, retain in office two (2) years, then destroy. 


 If claim involves a monetary settlement, retain in office and destroy two (2) 


years after receipt of final settlement payment provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


2-96 Postage Due Bill 


 


 Description: U.S. Postal Service Form 3582-A issued as a bill to postal customers. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 


 


2-97 Statement of Mailing Second-Class Special and Classroom Rates 


 


 Description: U.S. Postal Service Form 3541-N used to accompany mailings. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 
 


2-98 Postal Service Form 3083 - Trust Accounts and Withdrawal Receipts 


 


 Description: Postal Service form received daily by agency showing balance for Business 


Reply Mail (Permit 601).  This receipt is received with mail each day and 


shows a running total of on-going balance. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 
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2-99 Charge Back Records 


 


 Description: Files pertain to deposits previously credited to agency accounts by the State 


Treasurer's Office that have been 'charged back' because of checks that were 


returned by banks for insufficient funds, closed accounts, or other reasons.  


Records consist of checks returned and Charge Back Slips listing agency 


names, account numbers, amounts being charged back and transaction dates. 


 The State Treasurer's Office is the state office of record (Schedule 87-25, 


Series 1-37 and 1-39). 


 


 Disposition: For records pertaining to redeemed checks, retain in office until one (1) year 


after all audits have been completed and all applicable audit reports have 


been accepted and resolved by all applicable federal and state agencies and 


provided no legal actions are pending, then destroy.  If legal action is 


pending destroy two (2) years after exhaustion of all legal remedies 


provided records meet all stipulated retention requirements.  For records 


pertaining to unredeemed checks, retain in office five (5) years, then destroy 


provided all audits have been completed and all applicable audit reports 


have been accepted and resolved by all applicable federal and state agencies 


and provided no legal actions are pending.  If legal action is pending destroy 


two (2) years after exhaustion of all legal remedies provided records meet 


all stipulated retention requirements. 


 


 


2-100 GAAP Conversion Package 


 


 Description: A set of instruction packages to assist state agencies in reporting year-end 


accounting data to Office of State Finance.  Information is included in the 


Comprehensive Annual Financial Report Published by OSF. 


 


 Disposition: Retain in office three (3) years then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 
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2-101 State Purchase Card (P/Card) 


 


Description: State entity State Purchase Card (P/Card), statewide contract p/card and travel 


p/card records required to be maintained by the State of Oklahoma Purchase 


Card Procedures, which include but are not limited to paper copies and/or 


electronic records of transaction receipts and logs, dispute documents, 


Cardholder and State Entity Approving Official approval records, and any other 


pertinent documents.  The agency copy is the state office of record copy. 


 


Disposition: Retain in office for seven (7) years, then destroy records after all audits have 


been completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies, provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of all 


legal remedies, provided records meet all stipulated retention requirements. 


  Added July 28, 2005 


 


 


2-102 Grants File 


 


 Description: File contains all financial documents concerned with the administration of a grant. 


 


 Disposition: Retain in office until three (3) years after completion of grant activity, then destroy 


provided all audits have been completed and all applicable audit reports have been 


accepted and resolved by all applicable federal and state agencies and provided no 


legal actions are pending.  If legal action is pending, destroy two (2) years after the 


exhaustion of all legal remedies, provided records meet all stipulated retention 


requirements. 


                      Added January 26, 2006 


 


2-103 Vendor/Payee Form 


 


 Description: File contains agency copy of Vendor/Payee Form (Office of State Finance Form 


VEND or equivalent form) completed by vendors (payees) and state agencies, as 


appropriate.  This information is used to establish vendors in the State’s vendor 


files database, which is maintained by the Office of State Finance.   


 


             Disposition: Retain in office for 6 months, then destroy.  


  Added April 24, 2008 
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3-1 Personnel Records of Permanent State Employees (Active)  


 (Confidential Record 51 O.S. §24A.7) 


 


A. Description: State office of record copies of applications, hiring, promotional data, and 


other records pertaining to state employment.  Records include but are not 


limited to the following:  
 


 employment applications and letters of recommendation, and other 


supporting documentation 


 Employee Service Evaluations (OPM Form 197 A and B) 


 insurance enrollment cards 


 employee leave requests 


 Longevity Certification Forms (OPM Form 52) 


 Retirement Enrollment Applications (OPERS Form 515-01-97R or 


equivalent) 


 Requests for Personnel Action (OPM Form 14) 


 Position Description Questionnaires (OPM Form 39) 


 Requests for Employee Evaluation (OPM Form 9 and 4B) 


 Request for Individual Special Entry Rate (OPM Form 15) 


 Application for Refund (OPERS Form 515-120-95R or equivalent)  


 Retirement Notice and Application (OPERS Form 515-117-95R or 


equivalent) 


 Retirant Returning to Employment (OPERS Form 515-117B-95R or 


equivalent) 


 Statement of Unused Sick Leave (OPERS Form 515-134C-90R or  


equivalent) 


 Final Unused Sick Leave Record (OPERS Form 515-134B-84 or  


equivalent) 


 Change or Designation of Beneficiary (OPERS Form 515-116-97R or 


equivalent) 


 Election to Increase Final Average Compensation (OPERS Form 


515-145 or equivalent) 


 Application for Disability Benefits (OPERS Form 515-127-98R or 


equivalent) 


 health plan change request forms 


 Individual Leave Record (OPM Form 1 or equivalent) 


 correspondence relating to leave without pay 


 correspondence relating to interagency transfers 


 employment history cards 


 Department of Defense Form DD 214  


 disciplinary records 


 Beneficiary's Application for Death Records (OPERS Form  


 515- 123-97R or equivalent) 


 Application for Withdrawal (OPERS Form 515-118-96W or  


equivalent).  
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3-1 Personnel Records of Permanent State Employees (Active) Records are subject to  


 51 O.S., §24A.7  


 


A. Disposition: Retain in Active File until termination of employment, then transfer to 


Personnel Records of Permanent State Employees (Inactive)-Retirement 


System Members and Nonretirement System Members (Series 3-1D). 


   Amended January 27, 2005 


 


 


3-1 Personnel Records of Permanent State Employees (Convenience Copy)   


 (Confidential Record 51 O. S. §24A.7)  


 Amended April 28, 2005 


 


 


3-1 Personnel Records of Temporary State Employees Records are subject to 51 O. S. §24A.7 


 


C. Description: Files contain the same type of records and information as Series 3-1A, but 


pertain to temporary employees. 


 


 Disposition: Retain in office and destroy records pertaining to individual temporary 


employees five (5) years after termination of their employment, provided 


no legal actions are pending.  If legal action is pending, destroy two (2) 


years after exhaustion of all legal remedies, provided records meet all 


stipulated retention requirements. 


 


  [Note: Personnel Records of Temporary State Employees may be retained 


in micro format and optical imaging format provided all requirements for 


those formats specified in the Introduction to this General Records 


Disposition Schedule are satisfied]. 


   Amended October 17, 2001 
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3-1 Personnel Records of Permanent State Employees (Inactive)-Retirement System Members 


and Nonretirement Members   Records are subject to 51 O. S. §24A.7 


 


D. Description: Files contain the same type of records and information as Series 3-1A. 
 


 Disposition: Destroy all records, except the following five (5) years after employee 


terminates his/her employment provided no legal actions are pending:  


 


 Employment applications  


 Requests for Personnel Action (OPM Form 14) 


 Longevity Certification Form (OPM Form 52 or Equivalent) 


 Employment history cards 


 Change or Designation of Beneficiary (OPERS Form515-116-97R  


    or equivalent) 


 Individual Leave Record (OPM Form 1 or equivalent) 


 Retirement Enrollment Applications (OPERS Form 515-01-97R or 


equivalent) 


 Retirement Notice and Application (OPERS Form 515-117-95R or 


equivalent) 


 Correspondence relating to leave without pay 


 Application for Withdrawal (OPERS Form 515-118-00W or  


equivalent). 


 Correspondence relating to interagency transfers 


 Department of Defense Form DD 214  
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3-1 Personnel Records of Permanent State Employees (Inactive-)Retirement System 


Members And Nonretirement System Member   Records are subject to 51 O.S., §24A.7   


  


D. Disposition: Transfer the following records to the State Archives for permanent 


preservation five (5) years after employee terminates his/her 


employment provided no legal actions are pending: 
 


    OR 
 


Each respective agency may maintain the following twelve (12) records 


as the office of state record, in either hard copy, micro, or optical image 


format; so long as each agency is fully aware that optical imaging 


permanent record(s) require periodic migration due to technological 


upgrade to provide continuity and accessibility to these record(s):  


 


 Employment applications 


 Requests for Personnel Action (OPM Form 14) 


 Longevity Certification Form (OPM Form 52 or Equivalent) 


 Employment history cards 


 Change or Designation of Beneficiary (OPERS Form 515-116-97R 


or equivalent) 


 Individual Leave Record (OPM Form 1 or equivalent) 


 Retirement Enrollment Applications (OPERS Form 515-01-97R or 


equivalent) 


 Retirement Notice and Application (OPERS Form 515-117-95R or 


equivalent) 


 Correspondence relating to leave without pay 


 Application for Withdrawal (OPERS Form 515-118-00W or 


equivalent) 


 Correspondence relating to interagency transfers 


 Department of Defense Form DD 214 


 


[Note: Personnel Records of Permanent State Employees  (Inactive-


Retirement System and Non-members may be retained in micro format 


and optical imaging format provided all requirements for these formats 


specified in the Introduction to this General Records Disposition 


Schedule are satisfied]  
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3-1 Personnel Records of Permanent State Employees (Inactive)-Retirement System Members 


and Nonretirement System Members   Records are subject to 51 O. S. §24A.7    


 


D. Disposition: 


   IF LEGAL ACTION IS PENDING: 


 


  Transfer the following records to the State Archives for permanent 


preservation two (2) years after the exhaustion of all legal remedies, 


provided records meet all stipulated retention requirements.  All other 


records may be destroyed after the State Records Administrator or his/her 


designee approves a Notice of Intent to Destroy Records.    
 


 Employment applications  


 Requests for Personnel Action (OPM Form 14) 


 Longevity Certification Form (OPM Form 52 or Equivalent) 


 Employment history cards 


 Change or Designation of Beneficiary (OPERS Form515-116-97R or 


equivalent) 


 Individual Leave Record (OPM Form 1 or equivalent) 


 Retirement Enrollment Applications (OPERS Form 515-01-97R or 


equivalent) 


 Retirement Notice and Application (OPERS Form 515-117-95R or 


equivalent) 


 Correspondence relating to leave without pay 


 Application for Withdrawal (OPERS Form 515-118-00W or  


equivalent). 


 Correspondence relating to interagency transfers 


 Department of Defense Form DD 214  


   


[Note: Personnel Records of Permanent State Employees [Inactive-


Retirement System and Nonretirement System Members may be retained 


in micro format and optical imaging format provided all requirements for 


these formats specified in the Introduction to this General Records 


Disposition Schedule are satisfied] 


  Amended July 17, 2002 
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3-2 Contractual Employment Records 


 


 Description: Record copies of contracts, payment information, and other records 


pertaining to contractual employment.  [For publications "that may or may 


not be financed by state funds but are released by private entities pursuant to 


a contract with or subject to the supervision of any agency," see 65 O.S. 


§3-113.2 (2) or other applicable statutes.] 


 


 Disposition: Retain in office and destroy records pertaining to individual contract 


employees five (5) years after final payment, provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after the 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 


  Amended April 28, 2005 


 


 


3-3 Employment Applications and Interviews Records (Applicants Hired) Records are subject 


to 51 O.S., §24A.7 


 


 Description: Applications for employment and supporting documentation such as 


transcripts, resumes, and letters of recommendation; notes and other records 


pertaining to employment applications and job interviews.  For records 


pertaining to internal recruitment to fill position vacancies, see Series 3-70. 


 


 Disposition: File in applicable Personnel Records of Permanent State Employees 


(Active) (Series 3-1A). 


 


3-4 Employment Applications and Interviews Records (Applicants Not Hired) Records are 


subject to 51 O.S., §24A.7 


 


 Description: Same type of records and information as  Series 3-3, but pertain to 


applicants not hired. 


 


 Disposition: Retain all applicable records in agency two (2) years after making of the 


records or the personnel action involved, whichever occurred later, then 


destroy provided no legal actions involving hiring or promotion are pending. 


 If legal action is pending, destroy two (2) years after exhaustion of all legal 


remedies provided records meet all stipulated retention requirements (29 


CFR, §1620.31). 
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3-5 Requests for Certification Records 


 


 Description: Agency copies of requests submitted to the Office of Personnel 


Management for lists of qualified applicants for Merit System positions.  


Records also include applicable computer printouts received from the Office 


of Personnel Management.  The Office of Personnel Management is the 


state office of record (Schedule 82-13, Series 3-3). 


 


 Disposition: Retain in office until (2) years after making of the records or the personnel 


action involved, whichever occurred later, then destroy provided no legal 


actions involving hiring or promotion are pending.  If legal action is 


pending, destroy two (2) years after exhaustion of all legal remedies 


provided records meet all stipulated retention requirements (29 CFR, 


§1620.31). 


 


 


3-6 OPM Correspondence   


 


 Description: Incoming letters and copies of outgoing responses to the Office of Personnel 


Management. 


 


 Disposition: Retain in office and review on an annual basis.  After completing the review 


destroy duplicate and ancillary records.  Retain substantive records for five 


(5) years, then destroy,  provided all audits have been completed and all 


applicable audit reports have been accepted and resolved by all applicable 


federal and state agencies and provided no legal actions are pending.  If 


legal action is pending, destroy two (2) years after exhaustion of all legal 


remedies, provided records meet all stipulated retention requirements. 


  Amended April 28, 2005 


 


 


3-7 OPM Correspondence  (Records Maintained in Electronic Mail Systems) 


  Transferred to Series 3-6, April 28, 2005 
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3-8 Reduction in Force Plans 


 


 Description: Copies of plans filed with the Office of Personnel Management outlining 


how the agencies will proceed in the event of an ordered reduction in force.  


The Office of Personnel Management is the state office of record (Schedule 


82-13, Series 10-10). 


 


 Disposition: Retain in office and destroy superseded plans one (1) year after all audits 


have been completed and all applicable audit reports have been accepted 


and resolved by all applicable federal and state agencies and provided no 


legal actions are pending.  If legal action is pending destroy two (2) years 


after the exhaustion of all legal remedies provided records meet all 


stipulated retention requirements. 


 


 


3-9 Affirmative Action Records (Except Colleges and Universities) 


 


 Description: Records pertain to agency affirmative action policies and include all 


information received and sent regarding the Affirmative Action Plan, EEO 


reports, and directives from the Governor or Affirmative Action Plan 


Coordinator for the State, as well as annual reports, semiannual reports, and 


progress reports pertaining to agency affirmative action plan and policies 


and procedures implemented to insure that hiring, promotions, and 


terminations are carried out in full compliance with all applicable laws and 


rules and regulations.  The Office of Personnel Management is the state 


office of record (Schedule 82-13, Series 2-3). 


 


 Disposition: Retain in office and destroy superseded plans one (1) year after all audits 


have been completed and all applicable audit reports have been accepted 


and resolved by all applicable federal and state agencies and provided no 


legal actions are pending.  If legal action is pending destroy two (2) years 


after the exhaustion of all legal remedies provided records meet all 


stipulated retention requirements. 


 


3-10 Employee Performance Appraisal Records  


 


 Description: Employment Performance Appraisal forms or equivalent used to evaluate 


employees work performance.  Agency copy is the state office of record 


copy. 


 


 Disposition: Retain in office and file in Personnel Records of Permanent State 


Employees (Active), Series 3-1A.  


  Amended, January 22, 2015 
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3-11 Employee Service Evaluations Records (Inactive) 


 Transferred to series 3-10, January 22, 2015 


 


3-12 Agency Promotional Plans 


 


 Description: Copies of required plans submitted to the Office of Management and 


Enterprise Services.  The Office of Management and Enterprise Services, 


Human Capital Management Division is the state office of record (Schedule 


82-13, Series 21-12). 


 


 Disposition: Retain superseded plans in office for one (1) year, then destroy, provided no 


legal actions are pending.  If legal action is pending, destroy two (2) years 


after the exhaustion of all legal remedies, provided records meet all 


stipulated retention requirements. 


  Amended, January 22, 2015 


 


 


3-13 Classification/Salary Schedules 


 


 Description: List of classifications and salary schedules for positions used by an agency. 


 


 Disposition: Retain in office and destroy records when they become three (3) years old 


provided all audits have been completed and all applicable audit reports 


have been accepted and resolved by all applicable federal and state agencies 


and provided no legal actions are pending.  If legal action is pending destroy 


two (2) years after the exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


3-14 Current Employee Rosters 


 


 Description: Lists of employees by job title, job code, pay band and salary. 


 


 Disposition: Retain in office and destroy when superseded. 


  Amended, January 22, 2015 
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3-15 W-2 Forms 


 


 Description: Agency copies of summaries of employee earnings used for filing federal 


and state income tax returns. 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after the 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 


 


3-16 Insurance Enrollment Cards (Active) 


 


 Description: Insurance enrollment cards for currently employed persons. 


 


 Disposition: Retain in office and file in Personnel Records of Permanent State 


Employees (Active), (Series 3-1A), or retain in office until person 


terminates employment, then transfer to Insurance Enrollment Cards 


(Inactive), (Series 3-17). 


 


3-17 Insurance Enrollment Cards (Inactive) 


 


 Description: Same type of records and information as Series 3-16. 


 


 Disposition: Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


3-18 Acknowledgments of Receipt 


 


 Description: Forms signed by employees acknowledging receipt of agency Policies and 


Procedures Manuals, Office of Personnel Management Policies and 


Procedures Manuals, Oklahoma Public Employees Retirement System 


Benefit Information, and other employment related materials and 


publications. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 
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3-19 Employee Health Insurance Files Records (Except Colleges and Universities) 


 


 Description: Copies of claims for reimbursement under state employee group, life, health 


and accident insurance policy, as well as supporting documentation.  The 


Oklahoma State and Education Employees Group Insurance Program is the 


state office of record (Schedule 85-05, Series 1-13). 


 


 Disposition: Retain in office two (2) years, then destroy provided claim has been settled 


and no legal actions are pending.  If legal action is pending, destroy two (2) 


years after exhaustion of all legal remedies provided records meet all 


stipulated retention requirements. 


 


 


3-20 Unemployment Compensation Claims Records 


 


 Description: Copies of claim forms, correspondence and supporting documentation 


relating to claims, appeals and decisions for unemployment compensation. 


 


 Disposition: Retain in office five (5) years, then destroy provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


3-21 Payroll Information Records (Record Copy) 


 


 Description: Deduction forms; requests for changes in deductions for insurance, credit 


union, bonds, tax withholdings (W-4), and other records pertaining to 


payroll calculations and preparations. 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements.  29 CFR, §516, et. seq. 


  Amended April 28, 2005 
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3-22 Employee Attendance Records (Record Copy) 


 


 Description: Records used to compile attendance and leave statistics for payroll 


preparations.  File may include sign in/sign out sheets or their equivalent. 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after the exhaustion 


of all legal remedies provided records meet all stipulated retention 


requirements.  29 CFR, §516, et. seq. 


  Amended April 28, 2005 


 


3-23 Employee Leave Requests (Record Copy) 


 


 Description: OPM Form 31 (Request for Approval of Leave) or equivalent completed by 


employees requesting leave approval. 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after the 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 


  Amended April 28, 2005 


 


3-24   Longevity Records  


 


 Description: Copies of OPM Form 52 (Longevity Certification Forms) completed by 


employees under provisions of pay plan passed by Legislature.  Forms list 


employee names, social security numbers, and data relating to length of time 


in state service. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 


 


3-25 Retirement Enrollment Application 


 


 Description: Copies of OPERS Form 515-01-97R or equivalent used to enroll employees 


in a retirement system.  The Oklahoma Public Employees Retirement 


System (Schedule 84-06, Series 5-14), Teachers Retirement System 


(Schedule 82-23, Series 6-1), or other retirement systems are the state 


offices of record. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 
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3-26 Workers Compensation Quarterly Report 


 


 Description: Quarterly report received from CompSource Oklahoma pertaining to 


workers compensation insurance coverage of agency personnel and related 


correspondence. 


 


 Disposition: Retain in office five (5) years, then destroy. 


  Amended July 18, 2001 


 


3-27 Workers Compensation Accident Records 


 


 Description: Copies of Form 2, Form 3, Form 4, Form 5, Form 6, Form 7, Form 19, and 


other forms filed with the Workers Compensation Court.  CompSource 


Oklahoma is the state office of record (Schedule 88-12, Series 5-17, 7-1, 


7-14, 8-9, 8-10, and 9-1 through 9-8). 


 


 Disposition: Retain in office two (2) years, then destroy provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


  Amended July 18, 2001 


 


3-28 Job Descriptions -- Merit 


 


 Description: Copies of Office of Personnel Management job descriptions for various 


classified positions.  The Office of Personnel Management is the state office 


of record (Schedule 82-13, Series 6-7). 


 


 Disposition: Retain in office until superseded, then destroy. 


 


 


3-29 Job Descriptions -- Non-merit 


 


 Description: Copies of job descriptions for non-merit positions.  Agency copy is state 


office of record copy. 


 


 Disposition: Retain in office and destroy three (3) years after superseded provided no 


legal actions are pending.  If legal action is pending, destroy two (2) years 


after exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 
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3-30 Job Announcements Records (Record Copy) 


 


 Description: Record copies of internal recruitment announcements of job openings.  For 


records pertaining to actions taken to fill vacancies, see Series 3-70. 


 


 Disposition: Retain in office until two (2) years after making of the record or the 


personnel action involved, whichever occurred later, then destroy provided 


no legal actions pertaining to hiring or promotion are pending.  If legal 


action is pending, destroy two (2) years after exhaustion of all legal 


remedies provided records meet all stipulated retention requirements. 


  Amended April 28, 2005 


 


 


3-31 Grievance Procedures Records 


 


 Description: Copies of required plans for resolving employee grievances submitted to the 


Office of Personnel Management.  The Merit Protection Commission is the 


state office of record (Schedule 86-10, Series 1-17).  


 


 Disposition: Retain in office and destroy superseded plans one (1) year after all audits 


have been completed and all applicable audit reports have been accepted 


and resolved by all applicable federal and state agencies and provided no 


legal actions are pending.  If legal action is pending, destroy two (2) years 


after the exhaustion of all legal remedies. 


 


3-32 Merit Protection Commission Cases 


 


 Description: Copies of materials relating to hearings or appeal requests under 


investigation by the Merit Protection Commission for alleged violations of 


the Oklahoma Personnel Act.  The Merit Protection Commission is the state 


office of record (Schedule 86-10, Series 1-1). 


 


 Disposition: Retain in office and destroy three (3) years after resolution by Merit 


Protection Commission provided no legal actions are pending.  If legal 


action is pending, destroy two (2) years after exhaustion of all legal 


remedies, provided records meet all stipulated retention requirements. 


  Amended October 30, 2008 


 


3-33 OPM Training File 


 


 Description: Copies of OPM Form 193 (Nomination Forms) and OPM Form 10 


(Confirmation Forms) for Office of Personnel Management Workshops.  


The Office of Personnel Management is state office of record (Schedule 


82-13, Series 11-4 and 11-5). 


 


 Disposition: Retain in office until no longer required for administrative purposes, then 


destroy. 
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3-34 Employee Identification Badges 


 


 Description: Identification badges issued to employees and required for access to certain 


work areas, storage areas, or other areas where access is restricted. 


 


 Disposition: Destroy applicable badge upon termination of employment. 


 


3-35 Financial Disclosure Statements 


 


 Description: Copies of financial disclosure statements filed with the Ethics Commission. 


 The Ethics Commission is the state office of record. (Schedule 93-01, 


Series 1-3 A&B) 


 


 Disposition: Retain in office two (2) years, then destroy. 


 


 


3-36 Grievance Records (Record Copy)  Records are subject to 51 O.S. §24A.7 


 


 Description: File contains records related to grievances filed by agency employees. 


 


 Disposition: Retain in office until two (2) years after resolution in the agency, then 


destroy unless appealed.  If appealed to the Merit Protection Commission, 


transfer to Series 3-32 (Merit Protection Commission Cases).  If appealed to 


a Court of Law, transfer to Series 1-21 (Litigation Files). 


  Amended April 28, 2005 


 


 


3-37 Benefit Information   (Record Copy) 


 


 Description: Files pertain to benefits available to state employees. Information includes 


material from the various medical and dental providers, investment, 


deferred compensation and retirement options, rate plans, beneficiary 


designation forms, etc. Agency Personnel Office copy is the state office of 


record copy. 


 


 Disposition: Retain in office until one (1) year after superseded, then destroy. 


  Amended April 28, 2005 
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3-38 Request for Personnel Action Records 


 


 Description: Copies of OPM Form 14 (Request for Personnel Action) used to document 


changes in an employee's status, such as appointments, separations, 


promotions, demotions, and leave taken.  The Office of Personnel Records   


 Personnel Management is state office of record (Schedule 82-13, Series 


1-1). 


 


A. Disposition: Retirement System Members and Non Retirement Members Except 


Temporary Employees: Retain in office and file in applicable Personnel 


Records of Permanent State Employees (Active) (Series 3-1A). 


 


B. Disposition: For Temporary employees, retain in office until five (5) years after 


employee leaves the agency, then destroy. 


 


 


3-39 Position Description Questionnaire 


 


 Description: Copies of OPM Form 39, (Position Description Questionnaire) used to 


describe each position within an agency and for possible reclassification.  


The Office of Personnel Management is state office of record (Schedule 


82-13, Series 10-7). 


 


 Disposition: Retain in office until superseded, then destroy provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies. 


 


 


3-40 Chemical Information Lists (CIL) 


 


 Description: Records used to document employee exposure to hazardous substances in 


the work place.  Information includes employee names and all hazardous 


substances present in their work areas. 


 


 Disposition: Retain in office until employee terminates employment, then transfer to the 


State Records Center.  Destroy records when they become forty (40) years 


old provided no legal actions are pending.  If legal action is pending, destroy 


two (2) years after exhaustion of all legal remedies provided records meet 


all stipulated retention requirements. 
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3-41 Material Safety Data Sheets 


 


 Description: Material Safety Data Sheets (MSDS) listing each hazardous substance 


which has been identified on the Chemical Information List (CIL).  Each 


MSDS reflects information contained in the sources consulted by 


manufacturer in hazard determination and information required by 29 CFR 


1910.1200. 


 


 Disposition: Retain in office five (5) years, then transfer to the State Records Center.  


Destroy records when they become forty (40) years old provided no legal 


action is pending.  If legal action is pending, destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 
 


 


3-42 Garnishment Records 


 


 Description: Copies of garnishment of salary records filed with county clerks. 


 


 Disposition: Retain in office and destroy one (1) year after notification by court of 


payment of obligation or release of payment of obligation. 


 


3-43 IRS Levies Records 


 


 Description: Orders issued by the Internal Revenue Service requiring deductions from 


employee salaries for the payment of taxes owed to the federal government. 


 


 Disposition: Retain in office and destroy one (1) year after notification of payment of 


obligation or final release of payment of obligation. 


 


 


3-44 Immigration Reform and Control Act Records   (Confidential Record 74 O.S. §3113) 


 


 Description: Department of Justice Immigration and Naturalization Service Form I-9 


(Employment Eligibility Verification) and supporting documentation.   


 


 Disposition: Retain in office and destroy one (1) year after person is no longer employed 


provided the records are at least three (3) years old and no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies, provided records meet all stipulated retention 


requirements. 


  Amended January 27, 2005 
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3-45 Fair Labor Standards Act Time Sheets   (Record Copy) 


 


 Description: Weekly time sheets, time cards, or equivalent which may be signed by the 


employee and his/her immediate supervisor indicating actual hours worked, 


leave status hours and total hours for the week. These records are 


maintained to comply with the Fair Labor Standards Act, 29 CFR, §516, et. 


seq. 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


  Amended April 28, 2005 


 


 


3-46 Request for Employee Evaluation 


 


 Description: Agency copies of OPM Form-9 and OPM Form 4-B used to request 


evaluation of qualifications for proposed change to individual status.  The 


Office of Personnel Management is the state office of record (Schedule 


82-13, Series 1-1). 


 


 Disposition: Retain in office and file in Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 


 


 


3-47 Application for Refund (Active) 


 


 Description: Agency copies of OPERS Form 515-120-95R used to refund monies to 


applicants who were ineligible for enrollment in the system, but who had 


submitted applications and payments.  Records include enrollment and 


refund applications and correspondence.  The Oklahoma Public Employees 


Retirement System is the state office of record (Schedule 84-06, Series 


5-14). 


 


 Disposition: Retain in office and file in Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or retain in office and file in Application 


for Refund Files (Inactive) (Series 3-48). 
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3-48 Application for Refund (Inactive) 


 


 Description: Same type of records and information as Series 3-47. 


 


 Disposition: Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


 


3-49 Retirant Returning to Employment (Active) 


 


 Description: Agency copies of OPERS Form 515-117B-95R notifying OPERS of 


employees returning to employment.  The Oklahoma Public Employees 


Retirement System is the state office of record (Schedule 84-06, Series 


5-11). 


 


 Disposition: Retain in office and file in Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or retain in office and file in Retirant 


Returning to Employment Files (Inactive) (Series 3-50). 


 


3-50 Retirant Returning to Employment (Inactive) 


 


 Description: Same type of records and information as Series 3-49. 


 


 Disposition:  Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


 


3-51 Statement for Unused Sick Leave Record (Active) 


 


 Description: Agency copies of OPERS Form 515-134C-90R which OPERS completes 


and sends to state agencies advising them of monies due for retiring 


employees.  The Oklahoma Public Employees Retirement System is the 


state office of record (Schedule 84-06, Series 5-3). 


 


 Disposition: Retain in office and file in Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or retain in office and file in Statement 


for Unused Sick Leave Files (Inactive) (Series 3-52). 
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3-52 Statement for Unused Sick Leave Record (Inactive) 


 


 Description: Same type of records and information as Series 3-51. 


 


 Disposition: Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


3-53 Final Unused Sick Leave Record (Active) 


 


 Description: Agency copies of OPERS Form 515-134B-84 completed and submitted by 


agency personnel to OPERS.  The Oklahoma Public Employees Retirement 


System is the state office of record (Schedule 84-06, Series 5-4). 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or retain in office and file in Final 


Unused Sick Leave Record (Inactive) (Series 3-54). 


 


 


3-54 Final Unused Sick Leave Record (Inactive) 


 


 Description: Same type of records and information as Series 3-53. 


 


 Disposition:  Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


 


3-55 Employee File Review Log 


 


 Description: Record of individuals who have requested to review specific State 


Employee Personnel Records (Series 3-1A through 3-1D).  Data includes 


names and social security numbers of persons making requests, request 


dates, names of employees whose files have been requested, and initials of 


employees assisting with the file reviews. 


 


 Disposition: Retain in office five (5) years, then destroy provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 
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3-56 Notice of Right to Continued Coverage Records (Active) 


 


 Description: Agency copies of a form completed by state employees to allow them to 


continue insurance coverage under the Consolidated Omnibus Budget 


Reconciliation Act of July 1, 1986.  The Employees Group Insurance 


Program, Oklahoma State and Education is the state office of record 


(Schedule 85-05, Series 1-57). 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or in Notice of Right to Continued 


Coverage Files (Inactive) (Series 3-57). 


 


 


3-57 Notice of Right to Continued Coverage Records (Inactive) 


 


 Description: Same type of records and information as Series 3-56. 


 


 Disposition:  Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


3-58 Change or Designation of Beneficiary Record  


 


 Description: Agency copies of OPERS Form 515-116-97R  completed by agency 


personnel to change or designate a beneficiary.  The Oklahoma Public 


Employees Retirement System is the state office of record (Schedule 84-06, 


Series 5-3, 5-14). 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 


 


 


3-59 Application for Disability Benefits Records (Active) 


 


 Description: Agency copies of OPERS Form 515-127-98R completed by employee to 


apply for disability benefits.  The Oklahoma Public Employees Retirement 


System is the state office of record (Schedule 84-06, Series 5-3 and 5-4). 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or in Application for Disability Benefit 


Records (Inactive) (Series 3-60). 
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3-60 Application for Disability Benefits Records (Inactive) 


 


 Description: Same type of records and information as Series 3-59. 


 


 Disposition:  Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


3-61 Beneficiary's Application for Death Benefits Records (Active) 


 


 Description: Agency copies of OPERS Form 515-123-97R completed by beneficiaries to 


collect death benefits.  The Oklahoma Public Employees Retirement System 


is the state office of record (Schedule 84-06, Series 5-14, 5-15). 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or in Beneficiary's Application for Death 


Benefits Files Records (Inactive) Series 3-62). 


 


 


3-62 Beneficiary's Application for Death Benefits Records (Inactive) 


 


 Description: Same type of records and information as Series 3-61. 


 


 Disposition:  Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


3-63 Certificate Records 


 


 Description: Agency copies of OPERS Form 515-106-90R submitted by "non-budget 


agencies" (agencies who make payments directly rather than by deduction 


from salaries through the Office of State Finance) along with payments.  


The Oklahoma Public Employees Retirement system is the state office of 


record (Schedule 84-06, Series 2-16). 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending, destroy two (2) years after 


exhaustion of all legal remedies. 
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3-64 IRS Form 1099 


 


 Description: Agency copies of summaries of contract employee earnings used for filing 


federal and state income tax returns. 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


3-65 W-3 Forms 


 


 Description: Agency copies of summaries of employee earnings compiled by agencies 


which do not disburse payrolls through the Office of State Finance. 


 


 Disposition: Retain in office seven (7) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


 


3-66 Health Insurance Remittance Advice Forms   (Record Copy) 


 


 Description: Record of employee payments for health insurance premiums for persons 


who are on leave without pay. 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


3-67 Health Plan Change Request Records (Active) 


 


 Description: Form completed by an employee when a change in health care coverage is 


desired. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or retain in office until person terminates 


employment, then transfer to Health Plan Change Request Record (Inactive) 


(Series 3-68). 
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3-68 Health Plan Change Request Records (Inactive) 


 


 Description: Same type of records and information as Series 3-67. 


 


 Disposition:  Retain in office until five (5) years after termination of employment, then 


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements. 


 


 


3-69 Individual Leave Record for Year 


 


 Description: Official individual leave record posted on a yearly basis [OPM Form 1 or 


equivalent]. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 


 


 


3-70 Internal Recruitment Record (Applicants Selected)  Records are subject to 51 O.S., §24A.7 


 


 Description: File pertains to internal recruitment to fill position vacancies within an 


agency.  Records include position vacancy announcements; position 


descriptions; salary and benefits information; applications; supporting 


documentation including resumes, transcripts, and letters of 


recommendation; interview notes; correspondence with applicants and other 


materials relating to internal recruitment to fill position vacancies. 


 


 Disposition: Retain in office and file in applicable Personnel of Permanent State 


Employees (Active)(Series 3-1A) or in Internal Recruitment Records 


(Applicants Not Selected)(Series 3-71). 


 


 


3-71 Internal Recruitment Records (Applicants Not Selected)  Records are subject to 51 O.S., 


§24A.7 


 


 Description: Same type of records and information as Series 3-70. 


 


 Disposition: Retain all applicable records in agency two (2) years after the making of 


records or the personnel action involved, whichever occurred later, then 


destroy provided no legal actions involving hiring or promotion are pending. 


 If legal action is pending, destroy two (2) years after exhaustion of all legal 


remedies provided records meet all stipulated retention requirements (29 


CFR, §1620.31). 
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3-72 Compensatory Time Requests 


 


 Description: Original requests for approved compensatory time completed by the 


employee and her/his supervisor. 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


 


3-73 Overtime Payment Authorizations 


 


 Description: Completed overtime payment authorizations and copies of Fair Labor 


Standards time report for division personnel as required by the Fair Labor 


Standards Act. 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


 


3-74 Dues Cancellation  (Record Copy) 


 


 Description: Forms submitted to agency personnel office requesting cancellation of 


Oklahoma Public Employees Association or Communications Workers of 


America dues as a payroll deduction.  Agency personnel office is state office 


of record. 


 


 Disposition: Retain in office and file in applicable  Personnel Records of Permanent 


State Employees (Active) (Series 3-1A). 
 


 


3-75 Optional Insurance Coverage Cancellation  (Record Copy) 


 


 Description: Forms submitted to agency personnel office requesting cancellation of extra 


insurance coverage (other than state plan).  Agency personnel office is state 


office of record. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 
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3-76 U.S. Savings Bond Cancellation  (Record Copy) 


 


 Description: Forms submitted to agency personnel office requesting cancellation of U.S. 


Savings Bonds.  Agency personnel office is state office of record. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 


 


 


3-77 Employee Mediation Records 


 


 Description: Forms, incoming memoranda, copies of outgoing memoranda, and other 


records pertaining to the resolution of employee mediation disputes. 


 


 Disposition: Retain in office five (5) years, then destroy provided no legal actions are 


pending.  If legal action is pending, destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 


 


 


3-78 Employee Pre-termination Hearing Records 


 


 Description: Notice of Proposed Adverse Personnel Action, Certificate of Prior 


Disciplinary Action, employee's response, affidavits, investigative reports, 


evidence and exhibits, tape recording of pre-termination hearing, 


pre-termination hearing decision, legal review, Notice of Final Adverse 


Action, Notice of Hearing. 


 


 Disposition: Retain in office and destroy five (5) years after resolution provided no legal 


actions are pending.  If legal action is pending, destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 
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3-79 Disciplinary Records   Records are subject to 51 O.S., §24A.7(A)(2) 


 


 Description: Investigative notes, correspondence, interview lists and notes, audio and/or 


videocassette tapes, and other documentation upon which an adverse action 


is based.  Final disposition of actions becomes permanent records in 


employee's personnel file.  May also contain any additional paperwork 


should the action be appealed to the Merit Protection Commission or 


District Court. 


 


 Disposition: Retain in office.  If not contested, transfer to individual Personnel Records 


of Permanent State Employees (Series 3-1A or 3-1D).  If contested, transfer 


to individual Personnel Records of Permanent State Employees (Series 3-1A 


or 3-1D) after exhaustion of all legal remedies. 


  Amended October 11, 2000 


 


 


3-80 Automatic Deposit Transmittal Forms (OPM-73)  Records are subject to 51 O.S., 


§24A.7(A)(2)   


 


 Description: Form containing employee's completed personal banking information 


allowing participation in the State Employees Direct Deposit Program.  Data 


includes employee name and address, Social Security Number, financial 


institution name and address and employing agency name. 


 


 Disposition: Retain in office until two (2) years after termination of participation, then 


destroy. 


 


 


3-81 Employee Assistance Program Records (Record Copy)  Records are subject to 51 O.S., 


§24A.7(A)(2) 


 


 Description: Pertains to employee participation in agency sponsored Employee 


Assistance Programs, including the Department of Mental Health Employee 


Assistance Program (MHEAP) and contains background data, policy 


statements, information relative to confidentiality of information, and other 


records. 


 


 Disposition: Retain in office and review on an annual basis.  After completing the 


review, destroy duplicate and ancillary materials as well as substantive 


records three (3) or more years old no longer required for administrative 


purposes pertaining to participants who have not had contact with the 


program for at least six (6) months provided no legal actions are pending.  If 


legal action is pending, destroy two (2) years after exhaustion of all legal 


remedies provided records meet all stipulated retention requirements. 
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3-82 OSHA Log and Summary of Occupational Injuries and Illnesses 


 


 Description: United States Department of Labor OSHA Form No. 200 or equivalent 


maintained as a log and summary record of "recordable" injuries and 


illnesses as defined in 29 CFR, §1904.1, et. seq. 


 


 Disposition: Retain in office and destroy individual Log and Summary five (5) years 


"following the end of the of the year to which they relate." 29 CFR, §1904.6. 


 


 


3-83 OSHA Supplementary Record  


 


 Description: United States Department of Labor OSHA Form No. 101 or equivalent 


maintained to record supplementary information about "recordable" injuries 


and illnesses as defined in 29 CFR, §1904.1, et. seq. 


 


 Disposition: Retain in office and destroy Supplementary Records five (5) years 


"following the end of the of the year to which they relate."29 CFR, §1904.6. 


 


 


3-84 Oklahoma Log and Summary of Occupational Injuries and Illnesses 


 


 Description: Oklahoma Department of Labor Form OK No. 200 or equivalent maintained 


as a log and summary record of occupational injuries and illnesses as 


required by the Rules and Regulations of the Oklahoma Department of 


Labor. 


 


 Disposition: Retain in office and destroy individual Log and Summary five (5) years 


following the end of the of the year to which they relate. 


 


 


3-85 Employment History Cards 


 


 Description: Card file used to summarize employee work records from appointment 


through separation. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 
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3-86 Retirement Notice and Application 


 


 Description: OPERS Form 515-117-95R or equivalent completed by employees and 


agency personnel at least 60 days prior to selected retirement date.  Data 


includes employee name, mailing address, social security number, and 


birthdate; requested retirement date; type of retirement; type of benefit; 


spouse consent, if applicable; and designated agent verification.  The 


Oklahoma Public Employees Retirement System is the state office of record 


(Schedule 84-06, Series 5-14). 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 


 


 


3-87 Correspondence Relating to Leave Without Pay 


 


 Description: File consists of correspondence and related records pertaining to employee 


requests to be placed on leave without pay status. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 


 


 


3-88 Correspondence Relating to Interagency Transfers 


 


 Description: File consists of correspondence and related records pertaining to interagency 


employee transfers. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 


 


 


3-89 Department of Defense DD 214 


 


 Description: Copies of Department of Defense Form DD 214, Armed Forces of the 


United States Report of Transfer or Discharge.  Information includes 


veteran name, date of birth, social security number, date(s) of military 


service, reason for discharge or transfer, and last duty assignment. 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A). 
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3-90 Application for Felony Offense Records  Record is subject to 51 O. S., § 24A.7 


 


 Description: Forms sent by agencies to the Oklahoma State Bureau of Investigation 


[OSBI] to initiate felony background checks of employees and prospective 


employees.  [Records may be filed in applicable State Employee Personnel 


File (Series 3-1A or 3-1D).]   


 


A. Disposition: For employees who were not seeking promotions or applying for other 


positions within the agency at the time background investigations were 


initiated and whose background investigations indicated felony convictions, 


retain in office and destroy five (5) years after termination of employment 


provided no legal actions are pending.  If legal action is pending, destroy 


two years after exhaustion of all legal remedies provided records meet all 


stipulated retention periods.  


 


B. Disposition: For employees who were not seeking promotions or applying for positions 


within the agency at the time background investigations were initiated and 


whose background investigations did not indicate felony convictions, retain 


in office two (2) years, then destroy provided no legal actions are pending.  


If legal action is pending, destroy two (2) years after exhaustion of all legal 


remedies provided records meet all stipulated retention periods.   


 


C. Disposition: For employees who were seeking promotions or applying for other positions 


within the agency at the time background investigations were initiated and 


whose background investigations do not indicate felony convictions, retain 


in office and destroy two (2) years after the making of the records or the 


personnel action involved, whichever occurred later provided no legal 


actions involving hiring or promotion are pending.  If legal action is 


pending, destroy two (2) years after exhaustion of all legal remedies 


provided records meet all stipulated retention requirements (29 CFR, 


§1620.31).   


 


D. Disposition: For employees who were seeking promotions or applying for other positions 


within the agency at the time background investigations were initiated and 


whose background investigations indicated felony convictions, retain in 


office and destroy records five (5) years after termination of employment 


provided no legal actions are pending.  If legal action is pending, destroy 


two years after exhaustion of all legal remedies provided records meet all 


stipulated retention periods.  
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3-90 Application for Felony Offense Records  Record is subject to 51 O. S., § 24A.7    


 


 Description: Forms sent by agencies to the Oklahoma State Bureau of Investigation 


[OSBI] to initiate felony background checks of employees and prospective 


employees.  [Records may be filed in applicable Personnel Records of 


Permanent State Employees (Series 3-1A or 3-1D). 


 


E. Disposition: For applicants for employment who are not hired, retain in agency two (2) 


years after making of the records or the personnel action involved, 


whichever occurred later, then destroy provided no legal actions involving 


hiring or promotion are pending.  If legal action is pending, destroy two (2) 


years after exhaustion of all legal remedies provided records meet all 


stipulated retention requirements.  


  (29 CFR, §1620.31). 


 


 


3-91 Personnel Transaction Freeze Exception Request [OPM Form 92] 


 


 Description: Submitted with a Request for Personnel Action form to the Office of 


Personnel Management by an agency requesting that a job be filled despite a 


mandated freeze on jobs. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. 


 


 


3-92 Application for Withdrawal (Active) 


 


 Description: Agency copies of OPERS Form 515-118-96W completed by agency and 


employee who is leaving state service and withdrawing from the system.  


The Oklahoma Public Employees Retirement System is the state office of 


record (Schedule 84-06, Series 5-14). 


 


 Disposition: Retain in office and file in applicable Personnel Records of Permanent State 


Employees (Active) (Series 3-1A) or in Application for Withdrawal 


(Inactive) (Series 3-93). 
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3-93 Application for Withdrawal (Inactive) 


 


 Description: Same type of records and information as Series 3-92. 


 


 Disposition: Retain in office until five (5) years after termination of employment, then  


destroy provided no legal actions are pending.  If legal action is pending, 


destroy two (2) years after exhaustion of all legal remedies provided records 


meet all stipulated retention requirements.  


 


 


3-94 Family and Medical Leave Records    29 CFR §825.500 


 


 Description:   Agency records relevant to compliance and implementation of the 


Family and Medical Leave Act of 1993, including basic payroll 


information, FMLA leave taken, and medical histories (a complete list of 


records required to be kept to comply with the Family and Medical 


Leave Act is enumerated in 29 CFR §825.500). 


 


 Disposition: Retain in office three (3) years, then destroy provided all audits have 


been completed and all applicable audit reports have been accepted and 


resolved by all applicable federal and state agencies and provided no 


legal actions are pending. If legal action is pending destroy two (2) years 


after exhaustion of all legal remedies provided records meet stipulated 


retention requirements. 


   Amended April 28, 2005  
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3-95 Equal Employment Opportunity Commission (EEOC) Claims and Complaints 


 


Description: Record of EEOC claims and complaints filed by faculty or staff against 


their employing institution. Information includes reports; exhibits; 


withdrawal notices; copies of decisions; records of hearings and meetings; 


correspondence; copies of records related to hiring, promotion, demotion, 


transfer, layoff or termination, rates of pay or other terms of compensation, 


selection for training or apprenticeship; and all other “personnel records 


relevant to the charge or action.” [29 CFR §1602.31] 


 


 Disposition:  Retain in office until two (2) years after date of personnel action involved 


in complaint or claim, or, in the case of involuntary termination, until two 


(2) years after the date of termination then destroy provided no legal 


actions are pending. If legal actions are pending destroy two (2) years after 


exhaustion of all legal remedies provided records meet all stipulated 


retention requirements. For cases involving charges of discrimination, or, 


if an action is brought by the Attorney General under title VII, or the 


American Disabilities Act (ADA), retain all personnel records relevant to 


the charge or action until final disposition of the charge or action then 


destroy provided no legal actions are pending. If legal actions are pending 


destroy two (2) years after exhaustion of all legal remedies provided 


records meet all stipulated retention requirements. 


   Added July 12, 2000 


 


3-96 Request for Overpayment Refunds 


 


Description: File includes OMES Form 94P, which is used when requesting a refund of 


monies to agencies and/or employees who have been overpaid due to 


miscalculations.  Agencies submit a copy to OMES as either a hard copy or 


electronic record (Schedule 91-08, Series 2-93). 


 


Disposition: Retain in office until four (4) years after all audits have been completed and all 


applicable audit reports have been accepted and resolved by all applicable 


federal and state agencies, and provided no legal actions are pending, then 


destroy.  If legal action is pending, destroy two years after exhaustion of all legal 


remedies, provided records meet all stipulated retention requirements. 


Added to schedule, January 25, 2018 
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3-97 Monthly Refund Report 


 


Description: File includes Monthly Refund Reports which are prepared by OMES based on 


OMES Form 94P as submitted by agencies.  The Monthly Refund Reports are 


used for refunding monies to agencies and/or employees who have over 


contributed due to payroll overpayments (i.e. Deferred Compensation, Employee 


Benefits, Oklahoma Public Employees Retirement System, Oklahoma Law 


Enforcement Retirement System, and Pathfinder system).  The form is reviewed 


by the appropriate system and returned to OMES as either hard copy or 


electronic record giving approval for OMES to issue a refund (Schedule 91-08, 


Series 2-94). 


 


Disposition: Retain in office until four (4) years after all audits have been completed and all 


applicable audit reports have been accepted and resolved by all applicable 


federal and state agencies, and provided no legal actions are pending, then 


destroy.  If legal action is pending, destroy two years after exhaustion of all legal 


remedies, provided records meet all stipulated retention requirements. 


Added to schedule, January 25, 2018 


 


 


3-98 Overpayment Refund Request 


 


Description: File includes a copy of the Overpayment Refund Requests prepared by the 


Office of Management and Enterprise Services based on OMES 94P forms 


submitted by agencies.  When a refund is ready to be made, this document is 


used to notify an agency of the name of the employee who is receiving the 


refund and the type of refund (Schedule 91-08, Series 2-95). 


 


Disposition: Retain in office until four (4) years after all audits have been completed and all 


applicable audit reports have been accepted and resolved by all applicable 


federal and state agencies, and provided no legal actions are pending, then 


destroy.  If legal action is pending, destroy two years after exhaustion of all legal 


remedies, provided records meet all stipulated retention requirements. 


Added to schedule, January 25, 2018 
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4-1 Data Processing, Planning, Development, and Evaluation Records   (Record copy) 


 


 Description: File consists of planning, development, and evaluation records relating to 


selection, including feasibility studies, planning documents, and justification 


supporting materials; implementation; upgrading, modification, or 


conversion of systems and equipment; procedures; and manuals pertaining 


to the acquisition and use of data processing equipment. 


 


 Disposition: Retain in office and transfer records pertaining to individual equipment and 


programs to the State Archives for permanent preservation one (1) year after 


equipment has been disposed of or program has been discontinued. 


 


 


4-2 Systems Documentation Records   (Record Copy) 


 


 Description: File consists of record layouts, code books, technical specifications for 


programs and equipment, detailed program descriptions, flow charts, job 


control records, test data, and all other records pertaining to systems 


operations. 


 


 Disposition: Retain record copy in office until one (1) year after applicable equipment or 


program has been disposed of or discontinued, then destroy provided all 


audits have been completed and all applicable audit reports have been 


accepted and resolved by all applicable federal and state agencies and 


provided no legal actions are pending.  If legal action is pending destroy two 


(2) years after exhaustion of all legal remedies.  For the life of the 


equipment or program, retain one (1) back up copy of all records in an off 


site storage facility.  Destroy all back up records one (1) year after all audits 


have been completed and all applicable audit reports have been accepted 


and resolved by all applicable federal and state agencies and provided no 


legal actions are pending.  If legal action is pending destroy two (2) years 


after exhaustion of all legal remedies. 


 


 


4-3 Systems Usage Records   (Record copy) 


 


 Description: Log books, ledgers, and allied records used to record system usage. 


 


 Disposition: Retain in office until one (1) year after all audits have been completed and 


all applicable audit reports have been accepted and resolved by all 


applicable federal and state agencies and provided no legal actions are 


pending, then destroy.  If legal action is pending destroy two (2) years after 


exhaustion of all legal remedies. 
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4-4 Electronic Data Equipment File   (Record Copy) 


 


 Description: Copies of Data Processing Equipment Contracts. 


 


 Disposition: Retain in office and destroy superseded contracts when they become five (5) 


years old, provided all audits have been completed and all applicable audit 


reports have been accepted and resolved by all applicable federal and state 


agencies and provided no legal actions are pending.  If legal action is 


pending destroy two (2) years after exhaustion of all legal remedies 


provided records meet all stipulated retention requirements. 


 


 


4-5 Data Processing Equipment Fund Invoice File   (Record Copy) 


 


 Description: Copies of invoices for Data Processing services performed for other 


agencies. 


 


 Disposition: Retain in office five (5) years, then destroy provided all audits have been 


completed and all applicable audit reports have been accepted and resolved 


by all applicable federal and state agencies and provided no legal actions are 


pending.  If legal action is pending destroy two (2) years after exhaustion of 


all legal remedies provided records meet all stipulated retention 


requirements. 
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OBJECT CODE TO FD ACCOUNT #  03/05/20


OBJECT  EXISTING  
CODE # DESCRIPTION FD ACCOUNT #  
11,12,13 SALARIES & FRINGE


   SALARIES & FRINGE 541010
   WORKERS' COMPENSATION 541210


15 PROFESSIONAL SERVICES
   CONSULTANTS 541020
   ADVERTISING 541141
   AUDITORS SERVICES 541160


19 EMPLOYEE BENEFITS - ADMINISTRATION
   CONSULTANTS 541020
   CONTRACTUAL 541180


21 TRAVEL EXPENSE
   TRAVEL/STATE 541040
   TRAVEL/NON-STATE 541041


22 DIRECT PURCHASE OF AIRLINE TICKETS
   TRAVEL/STATE 541040
   TRAVEL/NON-STATE 541041
   REGISTRATION FEES 541042


31 ADMINISTRATIVE EXPENSE (MISC.)
   SUPPLIES 541090
   PROMOTIONAL SUPPLIES 541091
   PHOTO SUPPLIES 541092
   PHONE & COMMUNICATION 541120
   PHONE/STATE OFFICES 541121
   UTILITIES/OGE 541122 -0001
   UTILITIES/ONG 541122 -0002
   UTILITIES/CITY OF OKC 541122 -0003
   UTILITIES/TRASH SERVICE 541122 -0004
   COMMUNICATIONS/CELL PHONES 541123
   COMMUNICATIONS/INTERNET 541125
   POSTAGE 541130
   FREIGHT 541131
   ADVERTISING 541141
   TRADE SHOWS 541142
   SUBSCRIPTIONS 541143
   INFORMATIONAL SERVICES 541144
   SPONSORSHIP 541145
   PRINTING 541150
   PRINTING/STATE 541151
   MISCELLANEOUS/OTHER 541240
   MEMBERSHIP 541250
   LICENSES 541251


32 RENTAL EXPENSE
   MOTOR POOL 541050
   SPACE RENTAL 541060
   COPIER RENTAL 541070
   EQUIPMENT RENTAL 541080
   EQUIPMENT/DP SOFTWARE 541103
   WORKSHOP/MEETING ROOMS 541190


33 MAINTENANCE & REPAIR
   MAINTENANCE 541110







   MAINTENANCE/YARD CARE 541110 -0001
   MAINTENANCE/SECURITY SERVICE 541110 -0002
   MAINTENANCE/FIRE ALARM 541110 -0003
   MAINTENANCE/FIRE INSPECTION 541110 -0004
   MAINTENANCE/ELEVATOR 541110 -0005
   MAINTENANCE/BOILER & AC 541110 -0006
   MAINTENANCE/INSURANCE 541110 -0007
   MAINTENANCE/PEST CONTROL 541110 -0008
   MAINTENANCE/FRONT DOORS 541110 -0009
   JANITORIAL 541111
   REPAIRS/BUILDING 541112


34 SUPPLIES & MATERIALS
   FUEL 541051
   SUPPLIES 541090


35 PRODUCTION, SAFETY & SECURITY EXPENSE  
   SUPPLIES 541090
   CONTRACTUAL 541180


36 GENERAL OPERATING EXPENSES
   SUPPLIES 541090
   PROMOTIONAL SUPPLIES 541091
   PHOTO SUPPLIES 541092
   FOOD & BEVERAGES 541260


37 SHOP EXPENSE  
   SUPPLIES 541090


41 OFFICE FURNITURE & EQUIPMENT  
   EQUIPMENT 541100
   EQUIPMENT/OSI 541102
   EQUIPMENT/DP SOFTWARE 541103


42 LIBRARY EQUIPMENT & RESOURCES  
   BOOKS & PERIODICALS 541140


48 BOND INDEBTEDNESS AND EXPENSES
   BUILDING/LEASE PURCHASE 541105


55 PAYMENTS TO LOCAL GOVERNMENT SUBDIVISIONS
   CONTRACTUAL 541180


59 ASSISTANCE PAYMENTS TO AGENCIES
   CONTRACTUAL 541180


61 LOANS, TAXES & OTHER DISBURSEMENTS
   CONTRACTUAL/LOANS 541180
   MISCELLANEOUS/OTHER 541240


69 INTER & INTRA-AGENCY PAYMENTS FOR TRANSFERS
   INDIRECT 541030
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, City of CDBG DR-2019 


  


 


 


FAIN #: B-                   UEI #: 010473114 FEI #: 73-6005186 


CONTRACT 


PART I 


SUMMARY AND SIGNATURES 


 
Contracting Agency: Oklahoma Department of Commerce 


State of Oklahoma (ODOC) 


Contractor: City of  


Contract Title: Community Development Block Grant – Disaster Recovery Contract 


Number: 


Federal Amount: $ 


Match Amount: $


Research and 


Development: 


ODOC Indirect Cost 


Rate: 


Grantee Indirect 


Cost Rate: 


Grant Award Amount - This 


Action: 


$ 


 


 
$


Total Committed: $ 


Total Obligated: $ 


Source: U.S. Department of Housing and Urban Development (HUD) Catalog of Federal Domestic 


Assistance (CFDA) Number 14.228 


Project Funding Period:  , 2020 through     , 2026 (6 yr) 


Federal Award Period: 


Summary of Project: 
 
 
 
 
 


 
Budget Summary  


Infrastructure $ 


Housing $ 


 Public Facilities 
 Planning 


$ 
$ 


Activity Delivery $ 


 Total CDBG DR $ 


Total Leverage 


 Total Funds $41,819,366.00 
 


$ 
$ 


 







, City of CDBG DR-2019 


  


 


 


 
Submit Requisitions to: Issue Payment To: 


Community Development City of  


Oklahoma Department of Commerce mailing address 


900 North Stiles City, Oklahoma  


Oklahoma City, OK 73104-3234 


 
 


 AGREEMENT COMPONENTS:  
 
Contract Number:    CDBG DR 19 
 


Part I - Summary  and  Signatures 


Part II - Terms and Conditions  


Part III - SPECIFIC TERMS AND CONDITIONS 


SPECIAL CONDITIONS: 


 
SIGNATURES – EXECUTION OF CONTRACT 


 
The rights and obligations of the parties to this contract are subject to and governed by Part II – Terms and Conditions.  


To the extent of any inconsistency between the general and the specific, the specific governs. 


 
I certify that I am authorized to sign this document, and any attachments or addendums thereto, and I have read and 


agree to all parts of the contract. 
 


Executed by: 


City of  


Executed by: 


Oklahoma Department of Commerce 


  


Signature of Authorized Official Signature of Authorized ODOC Official 


  


Date Date 



http://www.okcommerce.gov/file/CDBG-11II-1_3584.pdf

http://www.okcommerce.gov/file/CDBG-11II-1_3584.pdf

http://www.okcommerce.gov/file/CDBG-11II-1_3584.pdf
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P A R T I I - T E R M S A N D C O N D I T I O N S 
 
 
 
1. A V A I L A B I L I T Y O F F U N D S 
  
 Payments pursuant to this contract are to be made only from monies made 


available to the Oklahoma Department of Commerce (ODOC) by the U.S. 
Department of Housing and Urban Development (HUD) for the CDBG-
Disaster Recovery Program (CDBG-DR).  Notwithstanding any other 
provisions, payments to the Subrecipient by ODOC are subject to the 
availabili ty of such funds to ODOC as determined by federal  and/or State 
action and/or law.  ODOC may take any action necessary in accord with such 
determination. The contract budget attached hereto will set forth the eligible 
activities for this particular project. 


 
2. MODIFICATION AMENDMENT 
 


A. This contract is  subject to such modification as may be required by 
federal  or State law or regulations.   Any such modification may be 
done unilaterally by ODOC. 


 
B. Except as otherwise provided in this contract , the work and services to 


be performed and the total  contract amount may be modified only upon 
following the process required by ODOC in accessing the OKGrants 
system. 


 
C. Revisions to the contract  and the approved budget,  which is  a part  of 


this contract,  must follow the process required by ODOC in accessing 
the OKGrants system. 


 
D. A waiver by ODOC of any provision of this contract  must follow the 


process required by ODOC in accessing the OKGrants system. 
 
3. ODOC 
 


A. ODOC will provide funding for the project up to the total amount listed 
in Part  I:   Total Project Funding. 


 
B. ODOC shall perform monitoring to assess the Subrecipient 's financial 


and program compliance and progress but said monitoring and 
evaluation shall not rel ieve the Subrecipient of any obligation or duty 
under this contract.  


 
4. SUBRECIPIENT 
 


A. The Subrecipient agrees to perform those duties, obligations and 
representations contained in its application and to be bound by the 
provisions of its  application, all  amendments thereto and all 
correspondence relat ing thereto,  which were submitted to and accepted  
by ODOC in contemplation of this contract,  said application being 
incorporated herein and made apart hereof by reference.  Any  conflict 
between said application, amendments and correspondence and the 
provisions of this contract shall be controlled by this contract. 


 
B. None of the work and services covered by this contract may be 


subcontracted without prior written approval of ODOC.  All  
compensated administrative consultants engaged by the Subrecipient 
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 must  be ODOC Certified CDBG Administrators or have been approved 
by ODOC to perform such duties.  However, said determination by 
ODOC shall not relieve the Subrecipient  of independent obligation to 
ensure that such persons are fully qualified, and able to perform the 
duties they have contracted to perform. 


 
C. I n n o e v e n t w i l l a n y s u b c o n t r a c t o r s u b c o n t r a c t o r i n c u r o b l i g a t i o n o n  


  t h e p a r t o f O D O C . 
 


D. The Subrecipient shall  comply with all  requirements of the CDBG 
Disaster Recovery Policies & Procedures Manual/Subrecipient Project  
Management Guide.   The Guide is hereby annexed, incorporated, and 
made a part  of this contract.   The Guide may be amended by ODOC 
during the contract  period.  When changes are made to the Guide,  
notification to the Subrecipient and their grant administrator will  be 
provided by email  that there have been updates to the Guide.  


 
E. The Subrecipient shall obtain Release of Funds within one-hundred 


twenty (120) days (Environmental Review per Requirement 401 
Program Management of the Subrecipient Project Management Guide).  
The Subrecipient shall also be required to commence actual 
construction or otherwise begin implementation of the funded project 
within two hundred seventy (270) days from the start date of the 
contract.  


 
F. Based upon a Risk Assessment the ODOC may schedule mandatory 


Technical  Assistance meetings.   For CDBG-DR, the Subrecipient will  
be required to attend a mandatory Technical Assistance training 
provided by ODOC staff following the execution of the contract.  The 
Subrecipient shall  ensure the attendance of any person performing 
services under this contract whose presence is requested.  


 
G. The Subrecipient has not paid,  given or donated or agreed to pay, give 


or donate to any officer or employee of the State of Oklahoma any 
money or other thing of value, either directly or indirectly in the 
procuring of this contract .  


 
 
5. 2 CFR 200.331 
 
 Pursuant to 2 CFR 200.331 - All pass-through entities must:  
 


A. Ensure that every subaward is clearly identified to the subrecipient as 
a subaward and includes the following information at the time of the 
subaward and if  any of these data elements change, include the changes 
in subsequent subaward modification.  When some of this information 
is not available, the pass-through entity must provide the best 
information available to describe the Federal  award and subaward.  
Required information includes:   


 
(1) Federal  Award Identification. 


 
(a) Subrecipient name  (which must match the name 


associated with its unique enti ty identifier);  


(b) Subrecipient 's unique entity identifier;  


(c) Federal  Award Identification Number (FAIN); 
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(d) Federal  Award Date (see §200.39 Federal  award date) of 
award to the recipient by the Federal  agency; 


 
(e) Subaward Period of Performance Start  and End Date;  
 
(f)  Amount of Federal Funds Obligated by this action by the 


pass-through entity to the subrecipient;  
 
(g) Total Amount of Federal Funds Obligated to the 


subrecipient by the pass-through entity including the 
current obligation; 


 
(h) Total Amount of the Federal Award committed to the 


subrecipient by the pass-through entity;  
 
(i)  Federal  award project description, as required to be 


responsive to the Federal  Funding Accountabil ity and 
Transparency Act (FFATA); 


 
(j)  Name of Federal awarding agency, pass-through entity,  


and contact information for awarding official of the Pass-
through entity;  


 
(k) CFDA Number and Name; the pass-through entity must 


identify the dollar amount made available under each 
Federal award and the CFDA number at time of 
disbursement;  


 
(l)  The rest  of Section 200.331 is  herein incorporated by 


reference.  
 
 
6. EMPLOYEE BENEFITS 
 
 The Subrecipient has full responsibility for payment of Workers ' 


Compensation insurance, unemployment insurance, social security,  State and 
federal income tax and any other deductions required by law for its 
employees.  


 
7. CERTIFICATIONS BY SUBRECIPIENT 
 


A.  After the initial  Certification of Duplication of Benefits,  the 
Subrecipient agrees to notify the State of Oklahoma/Oklahoma 
Department of Commerce within five business days of any additional  
or new payments, loans or awards by FEMA, the Small Business 
Administrat ion, the State,  or any other entities that  have not 
specifically been disclosed in this application.  The Subrecipient 
understands and acknowledges the State of Oklahoma/Oklahoma 
Department of Commerce’s right and responsibility to enforce this 
requirement by recapturing all  or a portion of the CDBG-DR award if  
the funds received are determined to be a duplication of the CDBG-DR 
benefit that has been applied for in this application. 
 


B. PENALTY FOR FALSE OR FRAUDULENT STATEMENT: U.S.C. 
Title 18, Sec. 1001, provides “Whoever,  in any matter within the 
jurisdiction of any department or agency of the United States 
knowingly and willfully falsifies…or make any false, fictit ious or 
fraudulent statement or representation, or makes or uses any false 
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 writ ing or document knowing the same to contain any false, fictitious 
or fraudulent or statement or entry,  shall be fined not more than 
$10,000 or imprisoned not more than five years or both.” 


 
C. The Subrecipient expressly agrees to be solely responsible to ensure  


that  the use of monies received under this contract  complies with all 
federal,  State and local statutes, regulations and other legal authority,  
all as modified from time to time, that  affect the use of said monies.  


 
D. The Subrecipient specifically cert ifies and assures that  it  will  comply 


with applicable terms of the following statutes,  regulations and 
executive orders and any amendments thereto:  


 
(1) Equal Opportunity 


 
(a)  Title VI of the Civil Rights Act of 1964 (42 USC §§2000d, 


et seq.), which prohibits discrimination on the basis of 
race, color or national origin under any program receiving 
federal funds.   HUD regulations are at 24 CFR, Part1;  


 
 


(b) Title VIII of the Civil Rights Act of 1968 (42 USC 
§§3600-3620, 1988), popularly known as the Fair Housing 
Act;  


 
(c) Executive Order 11063 (1962) as amended by Executive 


Order 12259, which requires equal opportunity in housing.  
HUD regulations are at  24 CFR, Part 107; 


 
(d) Section 109 of the Housing and Community Development 


Act of 1974, which prohibits discrimination on the basis 
of race,  color, national origin or sex in connection with 
funds made available pursuant  to the Act.   Section 109 
also prohibits discrimination on the basis of age and 
disability as provided in:  


 
(i)  Age Discrimination Act of 1975 (42 USC §§6101, 


et seq., State Program, Final Rule;  
 
(ii)  Section 504 of Rehabilitation Act of 1973 (29 USC 


794); Regulations are at 24 CFR, Part  570.601; 
 


(e) Section 3 of the Housing and Urban Development Act of 
1968 (12 USC §1701u),  which requires that,  to the greatest 
extent feasible, opportunities for training and employment 
be provided to lower-income persons in the project area 
and that  contracts for work in connection with the project  
be awarded to businesses in or owned in substantial part  
by residents of the project area.  Regulations are at 24 
CFR, Part 135; 


 
(f) Executive Order  11246 (1965), which prohibits  


discrimination on the basis of race,  color,  rel igion, sex or 
national origin and requires affirmative action in 
connection with federally assisted construction contracts.   
Regulations are at  24 CFR, Part  100 and 41 CFR, Part  60-
1;  
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(g) Section 504 of the Rehabilitation Act of 1973, as 
amended, which establishes policies, goals and procedures  
for assuring no otherwise qualified individual with 
disabilities is, solely on the basis of the disability, denied 
benefits , subjected to discrimination or excluded from 
participation in any program or activity receiving federal  
assistance.  


 
(2) Labor Standards 


 
(a) Davis-Bacon Act (40 USC §276a-276a-5),  which requires 


payment of the prevailing wage for the locality to workers 
on construction contracts over $2,000.  Housing 
rehabilitation projects of fewer than eight units  are 
exempt.  Regulations are at 29 CFR, Part 5.   The 
Subrecipient further certifies that it  shall include in its 
bidders ' packages the U.S. Department of Labor Wage 
Determination List and a statement that the Construction 
Contractor  and any of their subcontractors must comply 
with these wage rates in performance of the work required;  


 
(b) Copeland (Anti-Kickback) Act (18 USC §874, 40 USC 


§176c), which applies to all  contracts covered by Davis– 
 Bacon and provides that  workers must be paid weekly,  


with only permissible deductions allowed.  Regulations 
are at  29 CFR, Part3;  


 
(c) Contract Work Hours and Safety Standards Act (40 USC 
 §§327, et  seq.),  which requires overtime compensation.  


Regulations are at 29 CFR, Part  5;  
 


(3) Environment 
 


(a) National Environmental Policy Act of 1969 (42 USC 
§§4231, et seq.)  (NEPA), and   other provisions of law 
that  further the purposes of the Act as specified in HUD 
Environmental Review Regulations at 24 CFR, Part 58;  


 
(b) The Subrecipient 's  chief executive officer hereby assumes 


the status of a responsible federal official under NEPA 
and accepts jurisdiction of the State and federal courts for 
the purpose of enforcement responsibil i ties as such an 
official ;  


 
(4) Acquisi tion and Relocation 


 
Uniform Relocation Assistance and Real Property Acquisition 
Policies Act of 1970, as amended (P.L.  91-646, P.L. 100-17).  
Section 305 of Title III and Section 210 of Title II require State 
and local recipients to comply with real property acquisit ion and 
relocation requirements set forth in said Act.  Regulations are at 
49 CFR, Part 24;  


 
(5) Lead-Based Paint  


 
Title IV of the Lead-Based Paint Poisoning Prevention Act (42 
USC §§4821, et  seq.),  which prohibits  the use of lead-based 
paint in residences for which federal assistance is provided.  
Regulations are at 24 CFR, Part  35;
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(6) Debarment and Suspension 
 


The Subrecipient certifies it  will  require certification from their  
Contractors that  neither they, their subcontractors, nor i ts 
principals is presently debarred, suspended, proposed for 
debarment, declared  ineligible or voluntarily excluded from 
participation in any proposal submitted as required by 24 CFR, 
Part  570.489; 


 
(7) The Subrecipient certifies that it  is incompliance with 25 O.S. 


§1313(B).   After July 1,  2008, no public employer shall  enter 
into a contract  for the physical performance of services within 
this state unless the Contractor registers and participates in the 
Status Verification System to verify the work eligibility status 
of all  new employees. 


 
(8) The patent rights to any discovery or invention developed as part  


of the specific activity funded by Community Development 
Block Grant Disaster Recovery funds shall belong to the United 
States Department of Housing and Urban Development.  


 
8.  HOLD HARMLESS CLAUSE 
 


A. The Subrecipient shall,  within limitations placed on such entities by 
State law, save harmless the State of Oklahoma, its agents, officers 
and employees from all claims and actions and all expenses defending 
same that are brought as a result of any injury or damage sustained by 
any person or property in consequence of any act or omission by the 
Subrecipient.  The Subrecipient shall , within limitations placed on 
such entities by State law, save harmless the State of Oklahoma, its 
agents, officers and employees from any claim or amount recovered as 
a result of infringement of patent,  t rademark or copyright or from any 
claim or amounts arising or recovered under Workers ' Compensation 
Law or any other law.  In any agreement with any Contractor or any 
agent for the Contractor, the Subrecipient will specify that such 
subcontractors or agents shall  hold harmless the State of Oklahoma, its  
agents, officers and employees for all the herein before-described 
expenses, claims, actions or amounts recovered. 


 
B. In the event the Subrecipient chooses to use volunteer labor to assist  


in the project activities,  the Subrecipient shall  bear any and all l iabil ity 
for any injury or harm caused by the volunteer labor or any harm or 
injury to the volunteer labor.  


 
9. POLITICAL ACTIVITY 
 


A. All  employees of the Subrecipient shall  observe the limitations on 
political activities to which they may be subject under the Hatch Act 
(5 USC §§1501, et seq. , 18 USC §595 and any amendments thereto).  


 
B. No portion of the contract funds may be used for any political activity 


or to further the election or defeat of any candidate for public office.  
 


C. No portion of the contract funds may be used for lobbying activities.  
 
10. NO-CONFLICT COVENANT 
 
 The Subrecipient covenants that no officers or employees of any governing 


board of the Subrecipient have any interest, direct or indirect ,  and that  none 
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 shall acquire any such interest during their tenure or for one year thereafter 
that  would conflict with the full and complete execution of this contract.   The 
Subrecipient further covenants that  in the performance of this contract  no 
person having any such interest will  be employed.  The Subrecipient 
covenants that  no employee of ODOC has any interest , direct  or indirect,  nor 
has any employee of ODOC received anything of value in connection with 
this contract.  


11.  PUBLICATIONS AND OTHER MATERIALS 
 


A. No material produced in whole or in part  under this contract  shall be 
subject to copyright in the United States or any other country.   ODOC 
shall have unrestricted authority to publish,  disclose,  distribute and 
otherwise use, in whole or in part , any reports, data or other materials 
prepared under this contract.  


 
B. Any publication or other material produced as a result  of this contract 


shall include in a prominent location near the beginning the following 
statement:  


 
 This (type of material) was financed in whole or in part 


by funds from the U.S. Department of Housing and 
Urban Development as administered by the Oklahoma 
Department of Commerce.  


 
12. CONTRACT ADMINISTRATION 
 


A.  The Subrecipient shall comply with 2 CFR, Part 200 Uniform 
Administrat ive Requirements,  Cost  Principles,  and Audit  
Requirements for Federal  Awards except as directed otherwise in 
writ ing by ODOC, as they relate to the application, acceptance and use 
of federal funds and with the Oklahoma Department of Commerce 
requirements pursuant thereto,  which are published in the ODOC  
CDBG-DR Policies and Procedures Subrecipient  Management Guide.  


 
B.  Oklahoma Department of Commerce fully adopts 24 CFR 200.317-326 


in full.   Units of General Local Government as “subrecipients” are to 
follow 2 CFR Part 200.318-326. 


13. COMPENSATION TO SUBRECIPIENT 
 


A. Funds made available pursuant to this contract shall  be used only for 
expenses incurred during the period funded as specified in Part  I for 
the purposes and activities approved and agreed to by ODOC.  No 
ODOC funds may be used for expenses incurred prior to the contract  
start  date.   No ODOC funds may be used for expenses incurred after 
the contract  end date. 


 
B. ODOC shall disburse funds to the Subrecipient upon receipt and 


approval by ODOC of timely,  properly executed Requests for Payment 
of Contract  Funds.   The Subrecipient may submit a Request for 
Payment of Contract  Funds as often as necessary to meet its  financial 
obligations.   All  funds received shall  be expended within fifteen (15) 
days of receipt.   No funds shall  be disbursed by ODOC when any of 
the following conditions are present:  


 
(1) The latest Monthly Expenditure Report due has not been 


received and accepted by ODOC.  The Subrecipient is required 
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 to submit a Monthly Expenditure Report by the tenth (10th) of 
the month following the receipt and/or expenditure of funds;  


 
(2) Funds are requested for activities not l isted on the contract 


budget or are in excess of the current budget amount for a 
particular activity.  


 
C. All requests for funds should be submitted to ODOC during the period 


funded.  A final claim may be submitted no later than sixty (60) days 
after the final  date of the period funded.  Said claim will be allowed 
only for reimbursement of actual expenditures.  Any claim submitted 
after the sixty (60) days may be disallowed by ODOC. 


 
 


D. If ODOC determines that payment based on estimated expenditures is  
resulting in accumulation of excessive balances of cash on hand, 
ODOC may modify the basis for compensation to the Subrecipient to 
effect proper cash management.  


 
E.   Subrecipients of Non-Construction (3 year) contracts will be 


required to adhere to the following:  
 
 (1) At the end of one year the subrecipient will  have eligible 


 expenditures and will have drawn a minimum of ten percent 
 (10%) of the total  contract amount.   


 
(2) All supporting documentation will be required for every request  


for payment.  
 


(3) At the end of eighteen months the subrecipient will  have eligible 
expenditures and drawn a minimum of fifty percent (50%) of the 
total  contract  amount. 


F.  Subrecipients of Construction (5 year) contracts will be required to 
adhere to the following:  


(1) At the end of one year the subrecipient will  have eligible 
expenditures and drawn a minimum of ten percent (10%) of the 
total  contract  amount.  


 
(2) All supporting documentation will be required for every request  


for payment.  
 


(3) At the end of thirty-six (36) months the subrecipient will have 
eligible expenditures and drawn a minimum of fifty percent 
(50%) of the total  contract amount.   


 
G. If a question arises as to the validity of any claim made under this 


contract and the part ies are unable to resolve such question by 
negotiation, then the Subrecipient may request a resolution of the 
question pursuant to the terms of this contract and the administrative 
procedures available through ODOC rules promulgated pursuant to the 
Oklahoma Administrative Procedures Act, 75 O. S.  §§ 250, et seq.  


 
14. AUTHORITY TO USE GRANT FUNDS (RELEASE OF FUNDS) 
 


A.  No costs,  with the exception of professional costs, shall be incurred 
until  after the Subrecipient has received written notice from ODOC 
that  the Subrecipient  has satisfied the specific requirements listed  
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 herein for release of funds as set forth in the CDBG-DR Policies and 
Procedures Subrecipient Management Guide.  The Subrecipient may 
submit a request  for Authority to Use Grant Funds for professional 
services activity prior to the release of other funded activities. 


 
B. The Subrecipient shall meet required Authority to Use Grant Funds 


(Release of Funds) requirements within one hundred twenty (120) days 
after the beginning of the contract period.  In accordance with the 
CDBG-DR Policies and Procedures Subrecipient Management Guide 
and other policies as noted below, the Subrecipient shall  submit  to 
ODOC "Request for Authority to Use Grant Funds (Release of Funds)" 
and required supporting documentation as follows: 


 
(1)  Environmental Review:  The Subrecipient shall complete an 


Environmental Review for each contract activity. State’s 
Subrecipients shall  comply with the National Environmental 
Policy Act of 1969 (NEPA) and the Environmental  Review 
Procedures for the Community Development Block Grant, per 24 
CFR 58.5, covering the following areas: a) Historic Properties, 
b) Floodplain Management and Wetlands Protection, c) Coastal 
Zone Management,  d) Sole Source Aquifers,  e) Endangered 
Species,  f) Wild and Scenic Rivers,  g) Air Quality,  h) Farmlands 
Protection, i) HUD Environmental  Standards, and j) 
Environmental Justice 
 


(2) Leverage Commitment:  CDBG-DR does not require leverage 
but in the event that the Subrecipient shows leverage in the 
budget, the Subrecipient  shall  submit  Certification of Leverage, 
certifying that  leverage funds are available and identifying the 
source and amount in accordance with approved application. 


 
(3) Insurance and Bonding:  The Subrecipient shall submit evidence 


of:  
 


(a) General  liability insurance covering the funded activities;  
and 


 
(b) Bonding of all officials who are responsible for financial  


transactions relating to this contract;  
 


(4) Anti-Displacement Plan:  The Subrecipient must adopt and 
submit an Anti-Displacement Plan in accordance with CDBG-
DR Policies and Procedures Subrecipient  Management Guide;  


 
(5) Other:   Special conditions in accordance with this contract  and 


CDBG-DR Policies and Procedures Subrecipient Management 
Guide:  


 
(a) Subrecipient has met any special conditions specified in 


this contract;  
 


(b) Subrecipient 's  audit  has been accepted and approved by 
ODOC; 


 
(c) Subrecipient has at tended a mandatory CDBG-DR training 


session. 
 


(6) A review committee will determine de-obligation of CDBG-DR 
funding if the project has NOT satisfactorily been completed 
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 and/or Release of Funds has NOT been obtained.  This review  
committee may be composed of ODOC Community Development 
staff including: CDBG Planner, Director of Programs (Planning 
and Monitoring), and the Division Director.  


 
15.  P R O C U R E M E N T 
 


A. Procurement,  management and disposition of property acquired with 
contract funds shall  be governed by federal and State law, and as 
directed by ODOC in the CDBG-DR Policies and Procedures 
Subrecipient Management Guide.   Applicable State laws include the 
Public Competi tive Bidding Act of 1974, 61 O. S. §§101, et seq.   
Oklahoma Department of Commerce fully adopts 24 CFR 200.317-326 
in full.   Units of General Local Government as “subrecipients” are to 
follow 2 CFR Part 200.318-326. 


 
B. Materials acquired for construction purposes shall be deemed real 


property once they have become part  of the improvement.  
 
16. RECORDS, REPORTS, DOCUMENTATION 
 


A. The Subrecipient shall maintain records and accounts, including 
property,  personnel and financial records that properly document and 
account for all project funds.  Specific types and forms of record are 
required in the  CDBG-DR Policies and Procedures Subrecipient   
Management Guide.  


 
B.    The Subrecipient shall retain all books, documents, papers, records and 


other materials involving all activities and transactions related to this 
contract for at least three (3) years following the State’s Closeout with 
the Department of Housing and Urban Development (HUD).  All records 
and accounts shall be made available on demand to the Oklahoma State 
Auditor and Inspector, HUD, the Comptroller General and ODOC, its 
agents and designees for inspection and use in carrying out its 
responsibilities for administration of funds. 


 
C.      The Subrecipient will submit  to ODOC documentation of local  leverage 


funds used for the project in such form and at such times as required 
by ODOC. 


 
17. CLOSING OUT OF CONTRACT 
 


A. The Subrecipient shall promptly return to ODOC any funds received 
under this contract that  are not obligated as of the final date of the 
period funded.  Funds shall  be considered obligated only if  goods and 
services have been received as of the final date of the period funded. 


 
B. ODOC may unilaterally modify this contract to subtract  the total  


amount of funds not obligated by the Subrecipient as of the final date 
of the period funded. 


 
C. The Subrecipient cannot close out the contract until  the project is   


certified by the chief executive officer as a completed activity and all  
monitoring issues have been resolved and approved by ODOC. 


 
D. The Subrecipient shall submit closeout documents in accordance with  
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 CDBG-DR Policies and Procedures Subrecipient Management Guide 
no later than sixty (60) days after the final  date of the period funded 
or upon completion of the project, whichever comes first.  


 
18. AUDIT, DISALLOWED COSTS 
 


A. The Subrecipient shall comply with ODOC's Audit Policies and Audit  
Procedures, which are incorporated herein and made apart  hereof.  


 
B. The Subrecipient shall provide ODOC with timely copies of reports on 


any audits that  include funds received from ODOC. 
 


C. In the event an audit results  in the determination that the Subrecipient 
has expended contract  funds on unallowable costs, the Subrecipient  
shall reimburse ODOC in full  for all such costs.  


 
19. PROGRAM INCOME 
 


A. The Subrecipient shall account to ODOC for all Program Income 
resulting from this agreement, as provided in 24 CFR 570.489(e) and 
any amendments thereto.  (See Program Income Policy in the CDBG-
DR Policies and Procedures Subrecipient Management Guide). 


 
B. Program income is money received by the State’s Subrecipient, in the 


amount of $35,000 or more per year that has been generated from the 
use of CDBG-DR funds.  [Federal Register Notice Friday February 9, 
2018; and 24 CFR 570, Subpart I,  § 489(e)].  Program income is not 
the initial receipt of CDBG-DR funds but money made from the use of 
those funds.  


 
C. Any revenue received by the State’s Subrecipient in the amount of 


$35,000 or more per year must be reported to ODOC in the OKGrants 
system as received and expended before additional CDBG-DR funding 
can be advanced. 


 
20. INTERPRETATION, REMEDIES 
 


A. In the event the terms or provisions of this contract  are breached by        
either party or in the event a dispute shall  arise between the parties 
regarding the meaning, requirements or interpretation of the terms and 
provisions of this contract,  then such breach or dispute shall be 
resolved pursuant to the terms of this contract and the administrative 
procedures available through ODOC rules promulgated pursuant to the 
Oklahoma Administrative Procedures Act, 75 O.S. §§250, et  seq.  


 
B. Neither forbearance nor payment by ODOC shall be construed to 


constitute waiver of any remedies for any default  or breach by the 
Subrecipient that exists then or occurs later.  


 
C. This contract shall be construed and interpreted pursuant to Oklahoma 


law. 
 


D. The Subgrantee Recipient may appeal any ODOC monitoring finding 
or ODOC decision by following procedures outlined in Oklahoma  
Administrat ive Code, Title 150, Chapter 1, subchapter 11. 
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21. TERMINATION OR SUSPENSION 
 


A. This contract may be terminated or suspended in whole or in part at  
any time by written agreement of the parties.  


 
B. This contract may be terminated or suspended by ODOC, in whole or 


in part , for cause, after notice and an opportunity for Subrecipient to 
present reasons why such action should not be taken.  Procedures for 
such a process shall be in accordance with the General Rules or 
Practice and Procedure of the Department.   Grounds constituting cause 
include but are not limited to:  


  
(1) The Subrecipient fails to meet the requirements for Authority to 


Use Grant Funds within one hundred twenty (120) days after the 
beginning of the contract  period; 


 
(2) The Subrecipient fails to commence actual construction or 


otherwise begin implementation of the funded project within two 
hundred seventy (270) days from the start date of the contract; 


 
(3) The Subrecipient fails to comply with provisions of this contract 


or  with any applicable laws, regulations, guidelines or 
procedures,   including ODOC policies and issuances,  or is 
unduly dilatory in executing its commitments under this 
contract;  


 
(4) Purposes for the funds have not been or will not be fulfilled or 


would be illegal to carry out;  
 


(5) The Subrecipient has submitted incorrect  or incomplete 
documentation pertaining to this contract;  


 
(6) The Subrecipient is unduly dilatory in executing i ts 


commitments under a prior contract with ODOC, including, but 
not limited to submission of any audits due,  resolution of audit 
findings and monitoring results.  


 
(7) Duplication of Benefits (Section 312 of the Robert  T. Stafford 


Disaster Assistance and Emergency Relief Act,  42 U.S.C. 5155).   
Disaster Recovery Funds are not to be used for activities by or 
for which funds are made available by FEMA, Army Corps of 
Engineers,  other Federal  agencies,  private insurance companies,  
non-profits,  ci ty and s tate funds, etc.  


 
C. In the event of termination or suspension, the Subrecipient shall be 


entit led to payment for otherwise valid and allowable obligations  
incurred in good faith prior to notice of such action and to 
reimbursement for reasonable and necessary expenses.  The 
Subrecipient shall  reduce to the minimum possible obligations,  prepaid 
expenses and other costs.  


 
 


D. The Subrecipient shall  not  be relieved of liabili ty to ODOC for 
damages sustained by ODOC by virtue of any breach of this agreement 
by the Subrecipient.   ODOC may withhold payments due under this 
agreement pending resolution of the damages.  
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E. ODOC reserves the right to cancel , suspend or terminate this contract 
without notice, in the event the Subrecipient  has outstanding issues 
relating to another contract with ODOC.  These issues include but are 
not limited to:  


 
(1) Failure to timely submit any required reports;  


 
(2) Failure to respond to any communication from ODOC; and 


 
(3) Failure to abide by any programmatic or ODOC requirements.  


 
22. SEVERABILITY CLAUSE 
 
 If  any provision under this contract or its application to any person or 


circumstance is held invalid by any court of competent jurisdiction, such 
invalidity does not affect any other provision of this contract or i ts  
application that can be given effect without the invalid provision or  
application. 





		CDBG DR Contract Part I Template

		CDBG DR Contract Part II Subrecipient






Section 3 Summary Report  U.S. Department of Housing   OMB Approval No:  2529-0043 
Economic Opportunities for   and Urban Development             (exp. 11/30/2010) 
Low – and Very Low-Income Persons  Office of Fair Housing 
      And Equal Opportunity  
  
Section back of page for Public Reporting Burden statement 
 


2. Federal Identification:  (grant no.) 


 
3.  Total Amount of Award: 


4. Contact Person 


 
5. Phone:  (Include area code) 
 
 


1. Recipient Name & Address:  (street, city, state, zip) 


6. Length of Grant: 
 
 


7. Reporting Period: 


8. Date Report Submitted:       
 


9. Program Code:       (Use separate sheet 
                                     for each program code) 
 


10.  Program Name: 
 


Part I:  Employment and Training (** Columns B, C and F are mandatory fields.  Include New Hires in E &F) 
                                    A 
 
                     Job Category        
 
 


         B  
Number of  
New Hires 
 


             C 
Number of New 
Hires that are 
Sec. 3 Residents 


                  D 
% of Aggregate Number 
of Staff Hours of New Hires 
that are Sec. 3 Residents 


                 E 
% of Total Staff Hours 
for Section 3 Employees 
          and Trainees 


                F 
   Number of Section 3 
           Trainees 


 
Professionals 


     
 
Technicians 


     
 
Office/Clerical 


     
Construction by Trade (List) 
Trade 


     
 
Trade 


     
 
Trade 


     
 
Trade 


     
 
Trade 


     
 
Other (List) 


     
 
 


     
 
 


     
 
 


     
 
 


     
 
 


     
 
 


     
 
 


     
 
 


     
 
 


     
 
 


     
 
 


     
 
Total 


     
 
 
* Program Codes   3 = Public/Indian Housing   4 = Homeless Assistance                8 = CDBG State Administered 
1 = Flexible Subsidy         A = Development,   5 = HOME                 9 = Other CD Programs 
2 = Section 202/811         B = Operation   6 = HOME State Administered             10 = Other Housing Programs 
          C = Modernization   7 = CDBG Entitlement 
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HUD Field Office: 







 
 
Part II:  Contracts Awarded 
 


 
1.    Construction Contracts: 
      


 
   
A.  Total dollar amount of all contracts awarded on the project                                                                              $ 


 
 


    B.  Total dollar amount of contracts awarded to Section 3 businesses                                                                  $    
 
 


    C.  Percentage of the total dollar amount that was awarded to Section 3 businesses                                                                                                       % 
 
 


    D.  Total number of Section 3 businesses receiving contracts 
 
 


2.  Non-Construction Contracts: 
 
     A.  Total dollar amount all non-construction contracts awarded on the project/activity                                        $                        
       
 


 
     B.  Total dollar amount of non-construction contracts awarded to Section 3 businesses                                    $ 
 


 
     C.  Percentage of the total dollar amount that was awarded to Section 3 businesses                                                                                                     % 


                                                            
 


        D.  Total number of Section 3 businesses receiving non-construction contracts  
 
 
Part III:  Summary 
 
Indicate the efforts made to direct the employment and other economic opportunities generated by HUD financial assistance for housing 
and community development programs, to the greatest extent feasible, toward low-and very low-income persons, particularly those who 
are recipients of government assistance for housing.  (Check all that apply.) 
_____  Attempted to recruit low-income residents through:  local advertising media, signs prominently displayed at the project site,         
            contracts with the community organizations and public or private agencies operating within the metropolitan area (or 
            nonmetropolitan county) in which the Section 3 covered program or project is located, or similar methods. 
_____  Participated in a HUD program or other program which promotes the training or employment of Section 3 residents. 
_____  Participated in a HUD program or other program which promotes the award of contracts to business concerns which meet the  
            definition of Section 3 business concerns. 
_____  Coordinated with Youthbuild Programs administered in the metropolitan area in which the Section 3 covered project is located. 
_____  Other; describe below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


           Public reporting for this collection of information is estimated to average 2 hours per response, including the time for reviewing instructions, 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  
This agency may not collect this information, and you are not required to complete this form, unless it displays a currently valid OMB 
number. 
 
Section 3 of the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u, mandates that the Department ensures that 
employment and other economic opportunities generated by its housing and community development assistance programs are directed 
toward low- and very-low income persons, particularly those who are recipients of government assistance housing.  The regulations are 
found at 24 CFR Part 135.  The information will be used by the Department to monitor program recipients’ compliance with Section 3, to 
assess the results of the Department’s efforts to meet the statutory objectives of Section 3, to prepare reports to Congress, and by 
recipients as self-monitoring tool.  The data is entered into a database and will be analyzed and distributed.  The collection of information 
involves recipients receiving Federal financial assistance for housing and community development programs covered by Section 3.   The 
information will be collected annually to assist HUD in meeting its reporting requirements under Section 808(e)(6) of the Fair Housing Act 
and Section 916 of the HCDA of 1992.  An assurance of confidentiality is not applicable to this form.  The Privacy Act of 1974 and OMB 
Circular A-108 are not applicable.  The reporting requirements do not contain sensitive questions.  Data is cumulative; personal identifying 
information is not included. 
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Form HUD-60002, Section 3 Summary Report, Economic Opportunities for Low- and Very Low-Income Persons. 
 
Instructions:  This form is to be used to report annual 
accomplishments regarding employment and other economic 
opportunities provided to low- and very low-income persons under 
Section 3 of the Housing and Urban Development Act of 1968.  The 
Section 3 regulations apply to any public and Indian housing 
programs that receive:  (1) development assistance pursuant to 
Section 5 of the U.S. Housing Act of 1937; (2) operating assistance 
pursuant to Section 9 of the U.S. Housing Act of 1937; or (3) 
modernization grants pursuant to Section 14 of the U.S. Housing Act 
of 1937 and to recipients of housing and community development 
assistance in excess of $200,000 expended for:  (1) housing 
rehabilitation (including reduction and abatement of lead-based paint 
hazards); (2) housing construction; or (3) other public construction 
projects; and to contracts and subcontracts in excess of $100,000 
awarded in connection with the Section-3-covered activity. 
 Form HUD-60002 has three parts, which are to be completed for 
all programs covered by Section 3.  Part I relates to employment  
and training. The recipient has the option to determine numerical 
employment/training goals either on the basis of the number of hours 
worked by new hires (columns B, D, E and F).  Part II of the form 
relates to contracting, and Part III summarizes recipients’ efforts to 
comply with Section 3.  
 Recipients or contractors subject to Section 3 requirements must 
maintain appropriate documentation to establish that HUD financial 
assistance for housing and community development programs were 
directed toward low- and very low-income persons.*  A recipient of 
Section 3 covered assistance shall submit one copy of this report to 
HUD Headquarters, Office of Fair Housing and Equal Opportunity.  
Where the program providing assistance requires an annual 
performance report, this Section 3 report is to be submitted at the 
same time the program performance report is submitted.  Where an 
annual performance report is not required, this Section 3 report is to be 
submitted by January 10 and, if the project ends before December 31, 
within 10 days of project completion.  Only Prime Recipients are 
required to report to HUD.  The report must include 
accomplishments of all recipients and their Section 3 covered 
contractors and subcontractors. 
 HUD Field Office:  Enter the Field Office name . 
1. Recipient:  Enter the name and address of the recipient 


submitting this report. 
2. Federal Identification:  Enter the number that appears on the 


award form (with dashes).  The award may be a grant, 
cooperative agreement or contract. 


3. Dollar Amount of Award:  Enter the dollar amount, rounded to the 
nearest dollar, received by the recipient. 


4 & 5.  Contact Person/Phone:  Enter the name and telephone number  
of the person with knowledge of the award and the recipient’s 
implementation of Section 3. 


6. Reporting Period:  Indicate the time period (months and year) 
this report covers. 


7. Date Report Submitted:  Enter the appropriate date. 
 


 


 
Submit one (1) copy of this report to the HUD Headquarters Office of 
Fair Housing and Equal Opportunity, at the same time the 
performance report is submitted to the program office.  The Section 3 
report is submitted by January 10.  Include only contracts executed 
during the period specified in item 8.  PHAs/IHAs are to report all 
contracts/subcontracts. 
 
*  The terms “low-income persons” and very low-income persons” have 
the same meanings given the terms in section 3 (b) (2) of the United 
States Housing Act of 1937.  Low-income persons mean families 
(including single persons) whose incomes do not exceed 80 percent of 
the median income for the area, as determined by the Secretary, with 
adjustments for smaller and larger families, except that  
 
 
 
 
 
 
 
 
 
 
 


8. Program Code:  Enter the appropriate program code as listed at 
the bottom of the page. 


9. Program Name:  Enter the name of HUD Program corresponding 
with the “Program Code” in number 8.  


 
Part I:  Employment and Training Opportunities 
Column A:  Contains various job categories.  Professionals are 
defined as people who have special knowledge of an occupation (i.e. 
supervisors, architects, surveyors, planners, and computer 
programmers).  For construction positions, list each trade and provide 
data in columns B through F for each trade where persons were 
employed.  The category of “Other” includes occupations such as 
service workers. 
Column B:  (Mandatory Field)  Enter the number of new hires for 
each category of workers identified in Column A in connection with 
this award.  New hire refers to a person who is not on the contractor’s 
or recipient’s payroll for employment at the time of selection for the 
Section 3 covered award or at the time of receipt of Section 3 covered 
assistance. 
Column C:  (Mandatory Field)  Enter the number of Section 3 new 
hires for each category of workers identified in Column A in 
connection with this award.  Section 3 new hire refers to a Section 3 
resident who is not on the contractor’s or recipient’s payroll for 
employment at the time of selection for the Section 3 covered award or 
at the time of receipt of Section 3 covered assistance. 
Column D:  Enter the percentage of all the staff hours of new hires 
(Section 3 residents) in connection with this award. 
Column E:  Enter the percentage of the total staff hours worked for 
Section 3 employees and trainees (including new hires) connected 
with this award.  Include staff hours for part-time and full-time 
positions. 
Column F:  (Mandatory Field)  Enter the number of Section 3 
residents that were trained in connection with this award. 
Part II:  Contract Opportunities 
Block 1:  Construction Contracts 
Item A:  Enter the total dollar amount of all contracts awarded on the 
project/program. 
Item B:  Enter the total dollar amount of contracts connected with this 
project/program that were awarded to Section 3 businesses. 
Item C:  Enter the percentage of the total dollar amount of contracts 
connected with this project/program awarded to Section 3 businesses. 
Item D:  Enter the number of Section 3 businesses receiving awards. 
Block 2:  Non-Construction Contracts 
Item A:  Enter the total dollar amount of all contracts awarded on the 
project/program. 
Item B:  Enter the total dollar amount of contracts connected with this 
project awarded to Section 3 businesses. 
Item C:  Enter the percentage of the total dollar amount of contracts 
connected with this project/program awarded to Section 3 businesses. 
Item D:  Enter the number of Section 3 businesses receiving awards. 
Part III:  Summary of Efforts – Self -explanatory  


 
 
 


 
 
The Secretary may establish income ceilings higher or lower than 80 percent 
of the median for the area on the basis of the Secretary’s findings such that 
variations are necessary because of prevailing levels of construction costs 
or unusually high- or low-income families.  Very low-income persons mean 
low-income families (including single persons) whose incomes do not 
exceed 50 percent of the median family income area, as determined by the 
Secretary with adjustments or smaller and larger families, except that the 
Secretary may establish income ceilings higher or lower than 50 percent of 
the median for the area on the basis of the Secretary’s findings that such 
variations are necessary because of unusually high or low family incomes. 
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		HUD Field Office: 

		1 Recipient Name & Address:  street, city, state, zip: 

		2 Federal Identification:  grant no: 

		3  Total Amount of Award: 

		4 Contact Person: 

		5 Phone:  Include area code: 

		6 Length of Grant: 

		7 Reporting Period: 

		8 Date Report Submitted: 

		9 Program Code: Use separate sheet for each program code: 

		10  Program Name: 

		A Job Category: 

		B Number of New Hires, Professionals: 

		C Number of New Hires that are Sec 3 Residents, Professionals: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Professionals: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Professionals: 

		F Number of Section 3 Trainees, Professionals: 

		B Number of New Hires, Technicians: 

		C Number of New Hires that are Sec 3 Residents, Technicians: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Technicians: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Technicians: 

		F Number of Section 3 Trainees, Technicians: 

		B Number of New Hires, OfficeClerical: 

		C Number of New Hires that are Sec 3 Residents, OfficeClerical: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, OfficeClerical: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, OfficeClerical: 

		F Number of Section 3 Trainees, OfficeClerical: 

		B Number of New Hires, Construction by Trade List Trade: 

		C Number of New Hires that are Sec 3 Residents, Construction by Trade List Trade: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Construction by Trade List Trade: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Construction by Trade List Trade: 

		F Number of Section 3 Trainees, Construction by Trade List Trade: 

		B Number of New Hires, Trade: 

		C Number of New Hires that are Sec 3 Residents, Trade: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Trade: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Trade: 

		F Number of Section 3 Trainees, Trade: 

		B Number of New Hires, Trade_2: 

		C Number of New Hires that are Sec 3 Residents, Trade_2: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Trade_2: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Trade_2: 

		F Number of Section 3 Trainees, Trade_2: 

		B Number of New Hires, Trade_3: 

		C Number of New Hires that are Sec 3 Residents, Trade_3: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Trade_3: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Trade_3: 

		F Number of Section 3 Trainees, Trade_3: 

		B Number of New Hires, Trade_4: 

		C Number of New Hires that are Sec 3 Residents, Trade_4: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Trade_4: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Trade_4: 

		F Number of Section 3 Trainees, Trade_4: 

		B Number of New Hires, Other List: 

		C Number of New Hires that are Sec 3 Residents, Other List: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Other List: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Other List: 

		F Number of Section 3 Trainees, Other List: 

		Other List, Row 1: 

		B Number of New Hires, Row 10: 

		C Number of New Hires that are Sec 3 Residents, Row 10: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 10: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 10: 

		F Number of Section 3 Trainees, Row 10: 

		Other List, Row 2: 

		B Number of New Hires, Row 11: 

		C Number of New Hires that are Sec 3 Residents, Row 11: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 11: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 11: 

		F Number of Section 3 Trainees, Row 11: 

		Other List, Row 3: 

		B Number of New Hires, Row 12: 

		C Number of New Hires that are Sec 3 Residents, Row 12: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 12: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 12: 

		F Number of Section 3 Trainees, Row 12: 

		Other List, Row 4: 

		B Number of New Hires, Row 13: 

		C Number of New Hires that are Sec 3 Residents, Row 13: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 13: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 13: 

		F Number of Section 3 Trainees, Row 13: 

		Other List, Row 5: 

		B Number of New Hires, Row 14: 

		C Number of New Hires that are Sec 3 Residents, Row 14: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 14: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 14: 

		F Number of Section 3 Trainees, Row 14: 

		Other List, Row 6: 

		B Number of New Hires, Row 15: 

		C Number of New Hires that are Sec 3 Residents, Row 15: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 15: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 15: 

		F Number of Section 3 Trainees, Row 15: 

		Other List, Row 7: 

		B Number of New Hires, Row 16: 

		C Number of New Hires that are Sec 3 Residents, Row 16: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 16: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 16: 

		F Number of Section 3 Trainees, Row 16: 

		Other List, Row 8: 

		B Number of New Hires, Row 17: 

		C Number of New Hires that are Sec 3 Residents, Row 17: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 17: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 17: 

		F Number of Section 3 Trainees, Row 17: 

		Other List, Row 9: 

		B Number of New Hires, Row 18: 

		C Number of New Hires that are Sec 3 Residents, Row 18: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 18: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 18: 

		F Number of Section 3 Trainees, Row 18: 

		Other List, Row 10: 

		B Number of New Hires, Row 19: 

		C Number of New Hires that are Sec 3 Residents, Row 19: 

		D  of Aggregate Number of Staff Hours of New Hires that are Sec 3 Residents, Row 19: 

		E  of Total Staff Hours for Section 3 Employees and Trainees, Row 19: 

		F Number of Section 3 Trainees, Row 19: 

		Other List, Row 11: 

		B Number of New Hires, Row 20: 
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		1: 

		A  Total dollar amount of all contracts awarded on the project: 

		fill_14: 

		fill_17: 

		, D Total number of Section 3 businesses receiving contracts: 

		A Total dollar amount all non-construction contracts awarded on the projectactivity: 

		fill_16: 

		fill_18: 

		D  Total number of Section 3 businesses receiving non-construction contracts: 

		Attempted to recruit low-income residents through:  local advertising media, signs prominently displayed at the project site: 

		Participated in a HUD program or other program which promotes the training or employment of Section 3 residents: 

		Participated in a HUD program or other program which promotes the award of contracts to business concerns which meet the: 

		Coordinated with Youthbuild Programs administered in the metropolitan area in which the Section 3 covered project is located: 

		Other; describe below: 

		Public reporting for this collection of information is estimated to average 2 hours per response, including the time for reviewing instructions: 

		information is not included: 

		Text1: 

		Percentage: 

		Text15: 

		Text16: 

		Text17: 

		Text18: 

		Text19: 

		Text20: 

		Text22: 








January 2019 


APPLICANT/RECIPIENT DISCLOSURE/UPDATE REPORT 
 


Oklahoma Commerce Department 
Community Development Block Grant Program 


 


Part I.  Applicant/Recipient Information        Indicate whether this is an Initial Report  □      or an Update Report   □ 
 


1. Applicant/Recipient Name, Address and Phone (include area code) 
 
 
 
 


Social Security Number 
or 
Employer ID Number 


  2. Project Assisted/to be Assisted (Project/Activity name and/or number and its location by Street address, City and State) 
 
 
 


3.  Assistance Requested/Received 
 
 
 


4.  HUD Program 5. Amount 
Requested/Received 


 
Part II.  Threshold Determinations - Applicants Only 


1. Are you requesting HUD assistance for a specific project or activity, as provided by 24 CFR 12, Subpart C, 
and have you received or can you reasonably expect to receive an aggregate amount of all forms of covered 
assistance from HUD, States and units of general local government in excess of $200,000 during the Federal 
fiscal year (October 1 through September 30) in which the application is submitted? 


 


 □ Yes  □ No 


 
If Yes, you must complete the remainder of this report. 
If No, you must sign the certification below and answer the next question. 


 I hereby certify that this information is true.  (Signature)  _____________________________________ Date 
_________________ 
 


2. Is this application for a specific housing project that involves other governmental assistance?  □ Yes  □ No 


  
 If Yes, you must complete the remainder of this report. 


  If No, you must sign this certification. 
  I hereby certify that this information is true.  (Signature)  _____________________________________ Date 


_________________ 
  If your answers to both questions are No, you do not need to complete Parts III, IV or V but you must sign the certification at the end 


of the report. 
 
 
Part III.  Other Governmental Assistance Provided/Requested 


Department/State/Local Agency Name and Address Program Type of Assistance Amount/Requested/Provid
ed 


 
 
 
 
 
 
 
 
 
 
 
 
 


   


 
Is there other government assistance that is reportable in this Part and in Part V but that is reported only in Part V?  □ Yes  □ No 


 
If there is no other government assistance, you must certify that this information is true. 
I hereby certify that this information is true.  (Signature)  ______________________________   Date  ___________________ 
 







 


January 2019 


 


Part IV.  Interested Parties    


Alphabetical list of all persons with a reportable 
financial interest in the project or activity 
(for individuals, give the last name first) 


Social Security Number or 
Employee ID Number 


Type of Participation 
in Project/Activity 


Financial Interest 
in Project/Activity 


($ and %) 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 


  


If there are no persons with a reportable financial interest, you must certify that this information is true. 
 
I hereby certify that this information is true.  (Signature)  _________________________________________ 
Date  ___________________ 
 







 


January 2019 


 
 


Part V.  Report on Expected Sources and Uses of Funds 


Source 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If there are no sources of funds, you must certify that this information is true. 
I hereby certify that this information is true.  (Signed)  _____________________________________ Date  
_______________________ 
 


Use 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If there are no uses of funds, you must certify that this information is true. 
I hereby certify that this information is true.  (Signature)  __________________________________ Date  
_______________________ 
 


Certification 
 
Warning:  If you knowingly make a false statement on this form, you may be subject to civil or criminal penalties under Section 1001 of Title 
18 of the United States Code.  In addition, any person who knowingly and materially violates any required disclosure of information, including 
intentional non-disclosure, is subject to civil money penalty not to exceed $10,000 for each violation. 
 
I certify that this information is true and complete. 
 
 


Signature 
 
 


  Date     







 


January 2019 


Instructions for Completing 
APPLICANT/RECIPIENT DISCLOSURE/UPDATE REPORT 


 
Part I.  Applicant/Recipient Information 
 
Since you submitted an Initial Report when you submitted your grant application, place a √ or an x in the Update Report 
box. 
 
Complete the remaining items in Part I the same way you did in your Initial Report, except: 
 ●  Include your contract agreement number in box 2; and 
 ●  Update box 5 to reflect the contract amount you were actually awarded plus program income dedicated to this 


project.  
 
Part II.  Threshold Determinations   (Do not complete this part.) 
 
Part III.  Other Governmental Assistance Provided/Requested 
 
You must complete this part if the cumulative total of additional governmental assistance (since you filed your last 
Disclosure Report) exceeds $200,000 or 10% of the previously reported other assistance (whichever is less).  In other 
words, if you previously reported $20,000 in other governmental assistance and have since received an additional 
$2,100, you must file an Updated Report and show the new total amount ($22,100, in this example) in this section.  
 
If these funds are more appropriately listed in Part V, do not list them here and check "No" in the box below the columns. 
 
Include at least one organizational level below the agency name when completing column 1, e.g., U.S. Department of 
Commerce, Economic Development Administration.  Enter the program name or Federal Domestic Assistance Catalog 
number or some other relevant identifying term for the program providing the assistance.  Enter the type of assistance   
(grant, loan, loan guaranty, rebate, subsidy, tax credit or other benefit, etc.) from the Federal government, the State or 
a unit of general local government. 
 
If there are no other covered funds in the project, the certification at the end of Part III must be signed and dated. 
 
 
Part IV.  Interested Parties 
 
List any individual or entity, which has any financial interest in the project exceeding $50,000 or 10% of the CDBG 
assistance (whichever is less).  If an "entity" is reported, you must list each officer, director, principal stockholder or 
other official of the entity.  Any consultant, developer or contractor involved in the planning, development or 
implementation of the project must be identified, unless they were procured in a manner consistent with the 
requirements of 24 CFR 85. 
 
"Financial interest" (or pecuniary interest) means any financial involvement in the project, including situations involving 
equity interest, shares in any profit or resale or distribution of surplus cash or other assets of the project or receipt of 
compensation for any goods or services provided in connection with the project.  The following are not considered to 
be interested parties for the purpose of this reporting:  local CDBG administrative staff, recipients of housing 
rehabilitation assistance, rehabilitation contractors (provided the rehabilitation contract is between the property owner 
and the contractor) or contractors, consultants or developers procured in fair and open competition. 
 
In column 2, provide the social security number or employee identification number for each person listed.  In column 3, 
indicate that person's interest, e.g., contractor, planner, consultant, investor, etc.  In column 4, enter the dollar value of 
that person's financial interest and the percentage of that amount divided by the total HUD assistance in the project. 
 
If there are no interested parties subject to the requirements of this part, sign and date the certification at the end of 
Part IV. 
 
Part V.  Report on Sources and Uses of Funds 
 
Sources:  See the instructions for Part III.  Any source listed here must indicate the total amount of funds received and 
must be listed in descending order, according to the amount indicated.  If there are no reportable changes in the source 
of funds, sign and date the certification at the bottom of the Sources section. 
 
Uses:  List the major line items or activities and the total amount budgeted for each, in descending order.  If there are 
no reportable changes in the Uses of funds, sign and date the certification at the bottom of the Uses section 
 
Each part or section must be signed by the contractor's Chief Executive Officer, only if there is no reportable change 
relevant to that section or part. 
 
The contractor's Chief Executive Officer must sign and date the final certification at the bottom of page 3. 
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CDBG Program Files Checklist, Revised July 2012 Page 1 
 


CDBG/EDIF PROGRAM RECORDS CHECKLIST 
 
Following is a summary of files and records that every Grant Recipient must maintain. Since the 
list is a summary, it does not provide detailed guidance as to all specific documentation 
required. See the various CDBG Requirements for specifics. 
 


FILE RECORDS CHECK 


Application  CDBG Application 


 Revisions 


 Public Hearing Minutes and sign in sheets, 
clips, affidavits 


 Survey tabulations 


 Resolution and needs Statement 


 Correspondence 


 


 


 


 


 


 
ODOC Contract  Contract  


 Request for Authority to Use Grant Funds 


 Release of Funds from ODOC 


 


 


 


Environmental 
Review 
Record 


 Exempt or Categorical Excluded/Exempt 


 Categorical Exclusion not subject to 


 Categorical Exclusion subject to 


 Statutory or Assessment Checklists 


 8 step Flood Plain Notices 


 Notice of Intent or Combined Notice 


 FONSI  


 Distribution list 


 Environmental Certification 


 Affidavits of Publication/Proof of Posting 


 


 


 


 


 


 


 


 


 


 
Professional Services 
Agreements for the 
Grant Administrator, 
Engineer, Architect. 


 Solicitations (if required) 


 Advertisements (if required) 


 Agreements/Requests for Proposals 


 Evaluation/Selection Standards 


 Correspondence 


 Contract documents 


 Board Minutes approving contract 


 


 


 


 


 


 


 


Property Acquisition  Individual Parcel File Requirements 
 


  







CDBG Program Files Checklist, Revised July 2012 Page 2 
 


FILE RECORDS CHECK 


Construction/Labor 
 
 
 
 
 


 Bid/Contract Document with 
            Engineer Seal (executed copies) 


 DEQ Permit 


 Solicitation to Minority/Women Owned 
Businesses 


 Request for Wage Rate Determination 


 Section 3  


 Affirmative Action Plan 


 Advertisements for Bids w/publisher affidavits 


 Bid Tabulation/Bid Opening Minutes 


 10-Day Call Confirmation 


 Minutes of Pre-Construction Conference 


 Notice of Award 


 Notice to Proceed 


 Change Orders  


 Monitoring and Inspection Reports 


 Copy of Final Inspection 


 Certificate of Construction Completion 


 Certified Weekly Payrolls/Statement 
  of Compliance 


 Payroll Deduction Authorization 


 Employee Interviews 


 Labor Standards Violations/Investigation 
Records 


 Correspondence 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Labor Standards, Fair 
Housing, Civil Rights 


 Equal Opportunity Officer Identified 


 Section 3 Affirmative Action Plan 


 Documentation of Fair Housing Activities 


 Fair Housing Complaints 


 Employment Affirmative Action Plan 


 504 Accessibility Self-evaluation 


 504 Transition Plan 


 Staff Composition of Grantee 


 Local Personnel Policies 


 EEO Tagline on Advertisements for Bids and 
Employee Recruitment 


 Posting of Compliance Posters 


 


 


 


 


 


 


 


 


 


 


 







CDBG Program Files Checklist, Revised July 2012 Page 3 
 


FILE RECORDS CHECK 


Financial  Drawdown Requests (invoices, 
 requests for payment) 


 Bank Records (cancelled checks, bank 
statements, deposit slips, etc.) 


 Monthly Expenditure Reports. 


 All invoices and correspondence 
      related to the CDBG  Grant 


 Purchase Orders 


 General Ledger 


 


 


 


 


 


 
Citizen Participation 
 
 
 
 
 
 


 Public Hearing Notices 


 Participant Sign-in Sheets 


 Citizen Inquiries/Complaints/Responses 


 Citizen Participation Plan 


 


 


 


 


 


Site Monitoring and 
Inspection 


 ODOC management letters or monitoring 
reports 


 Response to ODOC management letters 


 Other correspondence relating to 
 monitoring visits 


 Evidence clearing any monitoring 
         findings 


 


 


 


 


Audits  Documentation of selection of auditor 


 Auditors Agreement 


 Audit Copy 


 Evidence clearing all exceptions 


 


 


 


 


 


Closeout Reports 
 
Economic 
Development  


 Final Closeout Reports 


 Income Certification Forms 


 Job Tracking Forms 


 Quarterly Reports 
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REQUEST TO MENTOR 
Interim CDBG  


Grant Administrator 


 
I _______________________________ a Certified CDBG Administer is requesting 
to be assigned as the Mentor for name, address, phone number_______________________________ 


___________________________________________________________. 
 
I was certified on _________________, and have completed _____ consecutive 
Continuing Education Training Workshops to maintain my certification. 
Since I was certified I have administered____ grants, and have had __________ 
findings which indicate I am in Good Standing with the Oklahoma Department of 
Commerce.    
As the Mentor for ________________________ I will provide Community 
Development Block Grant Training, Compliance Oversight on Programmatic and 
Financial requirements, cosign all forms, application, and other documents with 
the interim CDBG Grant Administer.  
As the Mentor for an Interim Administrator I understand in the event that 
significant issues exceeding the normal monitoring procedure are filed against the 
Grant an investigation will be instituted against the mentor to determine if the 
mentor properly supervised the interim CDBG Administrator. 
 
Mentor____________________________________            Date____________ 
 
Interim_____________________________________          Date____________ 
 
 
 
Approved By.________________________________________________ 
                                     Name & Title 


 
 





		I: 

		to be assigned as the Mentor for name address phone number: 

		undefined: 

		I was certified on: 

		and have completed: 

		Since I was certified I have administered: 

		grants and have had: 

		As the Mentor for: 

		Mentor: 

		Date: 

		Interim: 

		Date_2: 

		Approved By: 






Beneficiary Tracker

		2019 CDBG-DR Beneficiary Tracker

		Effective: 01-13-2023 (DRAFT)

		Note to subgrantee: This file must be encrypted and sent to Jade.Shain@Okcommerce.gov and Rebecca.LaVictoire@okcommerce.gov along with the QPR.



		Client Information										Program Information												Household Information

		Beneficiary Name or unique subgrantee generated ID		Address		City		ZIP Code		Owner Occupied or Rental?		Single-Family Rehab Program?		Voluntary Buyout Program?		Is the property in the 100-year floodplain? 		If the property is not in the 100-year floodplain, is it in the DRRA? (VBP only)		HUD identified Most Impacted and Distressed Area?		Was the beneficiaries application approved or denied?		Annual Household Income (gross)

Rebecca LaVictoire: Rebecca LaVictoire:
for Low Mod Housing activities, must be household income, even if unrelated.		Is the Head of Household a U.S. Citizen?     *Required to answer for Buyout Program		Is this a Female Head of Household?		Low-to-Moderate income household (<80 MHI)? 		Very Low Income? (<30% LMI)		Low Income (<50% LMI)		Moderate Income (<80% LMI)?		Total number of people in household (children and adults)		Primary Household Language		Secondary Household Language		Limited English Proficiency?		What is the household race?		What is the household ethnicity?

		C-00001		123 52nd Street		Sand Springs		74059		Owner Occupied		No		Yes		Yes		No		Yes		Approved		$12,000		Yes		No		Yes		Yes		Yes		Yes		4		English		Spanish		No		White		Hispanic or Latino

































Misc

		Dropdown Lists

		1		2		3		4		5		6		7

		Yes		Approved		M		Yes		Owner Occupied		American Indian or Alaskan Native		Hispanic or Latino

		No		Denied		F		No		Renter		Asian		Not Hispanic or Latino

						Other		Declined to answer				Black or African American		Decline to say

						N/A						Native Hawaiian or other Pacific Islander

												White

												Asian and White

												Black or African American and White

												American Indian or Alaskan Native and Black or African American

												Other

												Decline to say
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Optional Participant Survey



You are invited to participate in an optional demographic survey for Oklahoma’s 2019 CDBG-DR program. This survey has six (6) questions that will take less than five (5) minutes to complete. Participation is voluntary, and responses will be kept confidential. Information provided in this survey will ensure that participants in the 2019 CDBG-DR are treated fairly. 



You have the option to not respond to any questions that you choose. Participation or nonparticipation in this survey will not impact your relationship with the Oklahoma’s 2019 CDBG-DR program and [subgrantee name], nor will it impact your eligibility determination or the amount of financial assistance towards recovery from the 2019 disaster.



If you have any questions about this survey, please contact [Subgrantee point of contact]. If you are unable to reach [Subgrantee point of contact], please contact Jade Shain at 405-250-1844 or Rebecca LaVictoire at 405-343-3622. Please print or save a copy of this page for your records.



I have read the above information and agree to voluntarily participate in this survey. I affirm that I am at least 18 years of age. I understand that my decision to participate in this survey does not impact my eligibility determination or the amount of financial assistance towards recovery from the 2019 disaster.



		Signature:

		







		Printed Name:

		





		

Date:

		













Optional Participant Survey



1. Is there anyone in the household under the age of 18?

☐ Yes	

☐ No

☐ Decline to answer



2. Is there anyone in the household over the age of 61?

☐ Yes

☐ No

☐ Decline to answer



3. Is there anyone in the household who was born outside of the United States?

☐ Yes

☐ No

☐ Decline to answer



4. What is the primary religion in the household?

☐ Christianity (Catholic, Orthodox, Protestant)

☐ Buddhism

☐ Islam

☐ Judaism

☐ Hinduism

☐ No religion

☐ Other religion _______________________________________________

☐ Decline to answer



5. Is there anyone in the household with a physical or mental disability?

☐ Yes

☐ No

☐ Decline to answer



6. Is there anyone in the household who identifies as Lesbian, Gay, Bisexual, or Transgender (LGBT)?

☐ Yes

☐ No

☐ Decline to answer



Oklahoma Department of Commerce

2019 CDBG-DR Program Optional Participant Survey (English) UID:

January 30, 2023 



Oklahoma Department of Commerce

2019 CDBG-DR Program Optional Participant Survey (English) UID:

January 30, 2023 
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Encuesta Opcional para el Desarrollo Comunitario en Casos de Recuperación de Desastres

Le invitamos a participar en una encuesta opcional para el Desarrollo Comunitario en Casos de Recuperación de Desastres (CDBG-DR, por sus siglas en inglés). Esta encuesta tiene seis (6) preguntas que no tomara menos de cinco (5) minutos para llenarla. Usamos esta información de la encuesta para asegurar el trato justo y equitativo para todos los participantes en el programa. Usted tiene la opción de contestar algunas, todas, o ninguna de las preguntas de esta encuesta. En todo caso, su decisión no cambiará la relación entre usted y el Departamento de Comercio de Oklahoma o [SUBGRANTEE NAME]. No habrá ningún cambio en su elegibilidad para recibir servicios ni la cantidad de asistencia del programa. Si tiene preguntas sobre esta encuesta o si requiere ayuda para llenarla, llamar por teléfono Jade Shain a 405-250-1844.



Yo, _____________________________________ (Primer nombre y apellido),  en este día 



 ________________________________________ (fecha), haber leído esta página y entender la información contenida. Entiendo que el Desarrollo Comunitario en Casos de Recuperación de Desastres no requiere que yo conteste esta encuesta y que esta encuesta sea opcional. También afirmo que por lo menos tengo 18 años. Entiendo que mi decisión de contestar algunas, todas, o ninguna pregunta no va a afectar mi elegibilidad para recibir servicios ni la cantidad de asistencia del programa.






1. ¿Hay alguien en el hogar menor de 18 años? 

☐ Sí
☐ No
☐ No deseo contestar

2. ¿Hay alguien en el hogar mayor de 61 años?

☐ Sí
☐ No
☐ No deseo contestar

3. ¿Hay alguien en el hogar que fue nacido fuera de los Estados Unidos?

☐ Sí
☐ No
☐ No deseo contestar

4. Escoge la religión principal en el hogar:

☐ El cristianismo (Católico, Ortodoxo, Protestante)
☐ El budismo
☐ el islamismo
☐ El judaísmo
☐ No hay religión en el hogar
☐ Otra religión__________________________________________________
☐ No deseo contestar

5. ¿Hay alguien en el hogar con una discapacidad física o mental?

☐ Sí
☐ No
☐ No deseo contestar

6. ¿Hay alguien en el hogar que se identifique como lesbiana, gay, bisexual o transgénero (LGBT por sus siglas en inglés)?

☐ Sí
☐ No
☐ No deseo contestar

Oklahoma Department of Commerce

2019 CDBG-DR Program Optional Participant Survey (English) UID: __________

January 30, 2023
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Attachment	1	


Voluntary Notice to Specific Owners 


[Grant Recipient Letterhead] 


Date 


Address of Property Owner 


Dear:  Property Owner Name  


 
This is to inform you that Grant Recipient Name is interested in purchasing the property located at Street Address, 
Map, Lot Number or other identification.  The Grant Recipient Name has received a Community Development Block 
Grant from the Oklahoma Department of Commerce for the purpose of briefly describe project.   Acquisition of the 
above-referenced property is needed in order for the project to be implemented and its benefits to be enjoyed by 
the community. 


 


This sale is voluntary.  If you do not wish to sell, the Grant Recipient will not acquire the property.  The Grant 
Recipient [does not have the power to acquire your property by condemnation / will not use the power of eminent 
domain to acquire the property].  Since the purchase would be a voluntary, arm's-length transaction, you would 
not be eligible for relocation payments or other relocation assistance available under Federal law.  However, 
tenants are eligible for relocation benefits. 


 


If you are interested in considering the sale of this property to the Grant Recipient, an appraisal and review 
appraisal will be conducted to establish the fair market value of the property, which will be the basis for 
determining the offer to be made for purchasing the property.  Please be aware that this letter does not constitute 
an offer to purchase your property but is intended solely to determine if you have any interest in pursuing such a 
sale. 


 


Again, please understand that if you do not wish to sell your property, the Grant Recipient will take no further 
action to acquire it.  If you are interested in discussing this further, please contact Name, Address, and Phone 
Number, if different than letterhead. 


 


 Sincerely, 


 


 


 Name,  Title 


 


Italic type = customize as appropriate. 


 


[      /      ] = select the appropriate option. 








Attachment	2	


Voluntary Notice to Several Owners 


[Grant Recipient Letterhead] 


Date 


[Address of Property Owner] 


Dear Property Owner Name: 


The Name of Grant Recipient has received a Community Development Block Grant from the Oklahoma Department 
of Commerce for the purpose of briefly describe project. 


 


In order to provide these services, we are inviting offers from property owners in describe geographic area to sell 
or donate land.  All sales or donations will be on a voluntary basis.  The Grant Recipient [does not have the power 
to acquire property by condemnation / will not use the power of eminent domain to acquire the property].  If 
mutually acceptable terms and conditions of such acquisition cannot be reached, the Grant Recipient will not take 
further action to acquire such property.  Since the purchase would be a voluntary, arm's-length transaction, you 
would not be eligible for relocation payments or other relocation assistance otherwise available under Federal law; 
however, tenants are eligible for relocation benefits. 


 


If you are interested in considering the sale of suitable property to the Grant Recipient, an appraisal and review 
appraisal will be conducted to establish the fair market value of the property, which will be the basis for 
determining the offer to be made for its purchase.  Please be aware that this letter does not constitute an offer to 
purchase your property but is intended solely to determine if you have any interest in pursuing such a sale. 


 


Again, please understand that if you do not wish to sell your property, the Grant Recipient will take no further 
action to acquire it.  If you are interested in discussing this further, please contact Name, Address, and Phone 
Number, if different than letterhead. 


 


 Sincerely, 


 


 


 Name, Title 


 


Italic type = customize as appropriate. 


 


[      /      ] = select the appropriate option. 


 








Attachment 3 


Notice to Tenants Not Displaced 


 


[Grant Recipient Letterhead] 


Date 


[Address of Tenant] 


Dear Tenant Name: 


On date, Property Owner submitted an application to Grant Recipient Name for Community Development Block 
Grant funds to rehabilitate the [building / residence] which you occupy at street address/apartment number. 


 


This notice is to inform you that, if the requested funding assistance is provided and the building is rehabilitated, 
you will not be forced to vacate the premises or otherwise be displaced.  Neither the property owner nor the 
[Grant Recipient] have any reason to believe that temporary or permanent relocation will be required as a result of 
the proposed rehabilitation work.  You are urged not to move anywhere at this time for reasons having to do with 
the proposed rehabilitation. Should you elect to move for reasons of your own choice, you will not be provided any 
relocation assistance should it become available. 


 


If the application is approved, you will be able to lease and occupy your present [residence / apartment, or 
another suitable, decent, safe and sanitary unit in the same building complex upon completion of the 
rehabilitation].  Of course, you must comply with standard lease terms and conditions. 


 


Again, you are urged not to move at this time.  You have certain rights to relocation assistance, if relocation is 
required as a result of the rehabilitation.  By moving prematurely, you waive your rights to such assistance. 


 


This letter is important and should be retained.  If you have any questions concerning this project or your rights, 
please contact Name, Title, at Address, Telephone Number. 


 


 Sincerely, 


 


 Name, Title 


 


 


Italic type = customize as appropriate 


[     /     ]  = select the appropriate option 








Attachment 4 


Notice to Tenants Who May be Displaced 


[Grant Recipient Letterhead] 


Date 


[Address of Tenant] 


Dear Tenant Name: 


On date, Property Owner submitted an application to Grant Recipient Name for Community Development Block 
Grant funds to rehabilitate the [building / residence] which you occupy at street address/apartment number. 


This notice is to inform you that, if the requested funding assistance is provided and the [residence] is 
rehabilitated, you may be forced to vacate the premises, either temporarily or permanently.  Should this occur, 
you will be eligible for relocation assistance.  This is not a notice for you to vacate the premises; you are urged not 
to move anywhere at this time for reasons having to do with the proposed rehabilitation.  Should you elect to 
move for reasons of your own choice, you will not be provided any relocation assistance.  Please contact us before 
you make any plans to move. 


You should continue to pay your rent.  Failure to meet your obligations as a tenant may be cause for eviction and 
loss of any potential relocation assistance.  You are also urged not to sign any agreement to purchase or lease a 
new unit before receiving formal notice of your eligibility for relocation assistance. 


If the application is approved and you become eligible for relocation assistance, you will be given advisory services, 
including referrals to replacement housing, and at least a 90-day advance written notice of the date you will be 
required to move.  You will also receive a payment for your moving and out-of-pocket expenses and may be 
eligible for financial assistance to help you rent or purchase a replacement house.  This assistance is more fully 
explained in the enclosed brochure, Relocation Assistance to Tenants Displaced from Their Homes. 


Again, this is not a notice to vacate and does not establish eligibility for relocation payments or other relocation 
assistance.  By moving prematurely, you may waive your rights to relocation assistance which might otherwise 
be available to you. 


This letter is important and should be retained.  If you have any questions concerning this project or your rights, 
please contact Name, Title, at Address, Telephone Number. 


 


 Sincerely, 


 Name,  Title 


Enclosure 


Italic type = customize as appropriate 


[     /     ]  = select the appropriate option 


 








Attachment 5 


Date of Appraisal and Invitation to Accompany 


 


[Appraiser’s Letterhead] 


 


Date 


 


[Address of Property Owner] 


 


Dear Property Owner Name: 


 


The firm of Appraisal Company Name has been retained by Grant Recipient Name to prepare an appraisal of your 
property located at Street Address.  The purpose of the appraisal is to determine the fair market value and the just 
compensation to be offered to you for acquiring rights to the property. 


 


The appraisal of your property will be based on nationally-recognized appraisal standards and techniques to the 
extent that such principles are consistent with the concepts of values and the rules of evidence of value under the 
eminent domain provisions of the State of Oklahoma. 


 


I wish to invite you or your agent to accompany me on the inspection of your property.  My inspection is scheduled 
for Date and Time.  If this is inconvenient, please contact me at Telephone Number so a mutually agreeable 
inspection can be scheduled. 


 


 Sincerely, 


 


 


 


 Appraiser Name 


 License or Certification Number 


 








Attachment 6 


Fair Market Value 


 


[Grant Recipient Letterhead] 


 


Date 


 


[Address of Property Owner] 


 


Dear Name of Property Owner: 


 


The Name of Grant Recipient recently had your real property, located at Street Address appraised by Name of 
Appraisal Company on Date.  The purpose of this appraisal was to establish the fair market value of the property. 


 


* Insert Option A {to be used if this is a voluntary transaction} 


 


 This appraisal has been reviewed by a qualified review appraiser and all documentation has been reviewed 
for its accuracy.  The Name of Grant Recipient is prepared to compensate you in the amount of Spell out Dollar 
Amount ($           ) for the purchase of the above-referenced property.  By this action, the Name of Grant Recipient 
initiates negotiations to acquire this property.  As you were advised earlier, if negotiations fail the Name of Grant 
Recipient will not acquire the property.  Attached is a copy of the appraisal report. 


 


 The amount offered does not include any partial acquisition for the real property or compensation for 
damages, if any, to the remaining real property. 


 


* Insert Option B {to be used if this is a non-voluntary transaction} 


 


 This appraisal has been reviewed by a qualified review appraiser and all documentation has been 
reviewed for its accuracy.  The Name of Grant Recipient is prepared to compensate you in the amount of Spell out 
Dollar Amount ($           ) for the purchase of the above-referenced property.  By this action, the Name of Grant 
Recipient initiates negotiations to acquire this property.  Attached is a Summary Statement of the Basis for 
Determination of Just Compensation. 


  


 The amount offered does not include any partial acquisition for the real property or compensation for 
damages, if any, to the remaining real property.  Also, this offer does not include any relocation payments either 
the owner or tenants may be entitled to receive. 


 







Attachment 6 


We believe this offer is fair and equitable and we urge your favorable consideration and acceptance.  If this offer 
meets with your approval, the Name of Grant Recipient will prepare a written sales agreement for your signature. 


 


  Sincerely, 


 


  Name 


  Title 


 


Enclosure:  Summary Statement of the Basis for Determination of Just Compensation 


 


(Italic type = customize as appropriate) 


 








Attachment 7 
 
Decision Not to Acquire Property 


 


 


[Grant Recipient Letterhead] 


 


Date 


 


[Address of Property Owner] 


 


Dear Name of Property Owner: 


 


A decision has been made by the Grant Recipient Name not to acquire the property located at give location. 


 


*   Insert if this is a non-voluntary transaction. 


 


 Upon receipt of this notice, any person moving from the above address will not be eligible for relocation 
benefits.  Please disregard any previous written notice of eligibility for relocation assistance.  Since no displacement will 
occur as a result of Federally-funded actions, there is no basis for providing relocation assistance. 


 


If you have any questions concerning this letter, please feel free to contact the Grant Recipient Name at Telephone 
Number. 


 


 


  Sincerely, 


 


 


  Name,  Title 


 


 


 


 


Italic type = customize as appropriate







Attachment 6 


 








Attachment 8 


PROPERTY ACQUISITION 


INDIVIDUAL PARCEL FILE REQUIREMENTS 


 
The following information on each parcel acquired, as appropriate, must be included in the files: 


 
 File Voluntary Non-Voluntary 
1. Title search/Clearance of Title √ √ 
2. Notice of Interest in Acquiring Property √  
3. Notice of Intent to Acquire Property (plus verification of receipt)  √ 
4. Notice to Tenants √ √ 
5. Notice of Appraisal/Invitation to Accompany Appraiser √ √ 
6. Appraisal Report √ √ 
7. Documentation supporting waiver of review appraisal √  
8. Review Appraisal √ √ 
9. Estimate of Fair Market Value √ √ 
10
. 


Written Offer to Property Owner (plus verification of receipt) √ √ 
11
. 


Summary Statement of Basis of Just Compensation  √ 
12
. 


Statement of Settlement √  
13
. 


Documentation to Support Waiver of Submission to ODOC √ √ 
14
. 


Documentation of Final Offer  √ 
15
. 


Contract of Sale (plus other legal documentation) √ √ 
16
. 


Payment Documentation √ √ 
17
. 


Waiver of Appraisal Rights √ √ 
18
. 


Waiver of Just Compensation Rights  √ 
19
. 


Notice of Intent Not to Acquire (plus verification of receipt) √ √ 
20
. 


Evidence of Court Deposit X √ 
21
. 


Court Resolution X √ 
22
. 


General Correspondence √ √ 
23
. 


ODOC Monitoring Documentation √ √ 
√ Applicable 


X Not permitted 
 


 








Attachment 9 
 


Notice of Interest in Acquiring Property (Non-Voluntary) 


[Grant Recipient Letterhead] 


Date 


[Address of Property Owner] 


Dear Name of Property Owner: 


 


This is to inform you that the Name of Grant Recipient is interested in acquiring [an easement / partial fee interest 
/ fee simple title in your property located at Street Address or other description.  This property is needed to enable 
the implementation of Describe Project. 


 


You have the right to be compensated for this property or you may choose to donate the property.  In either case, 
an independent appraisal will be made of the above-referenced property in order to establish its fair market value, 
unless you elect to waive your rights to an appraisal.  An independent appraiser will be hired.  You have the right to 
accompany the appraiser on his/her inspection of the property; a letter inviting you to accompany him/her will be 
sent by the appraiser at least five days prior to the scheduled visit. 


 


Enclosed for your information is the brochure, "When a Public Agency Acquires Your Property”, which gives more 
details about your rights as a property owner. 


 


This is not a notice to vacate the property and does not establish eligibility for relocation payments or other 
relocation assistance. 


 


If you have any questions about this matter, please feel free to contact Name at Address, Phone Number. 


 


    Sincerely, 


 


    Name 


    Title 


 


Enclosure 


 


Italic type = customize as appropriate 


 


[      /      ] = select appropriate option 








Attachment 10 
 


WAIVER OF REQUIRED APPRAISAL 


 


I understand that the Grant Recipient Name requires [an easement / partial fee interest / fee simple title interest] 
in the following property which I own for the purpose of implementing Describe Project: 


 


[Insert Legal Description] 


 


 


I further understand that the Grant Recipient Name is required, under the provisions of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970, as amended, to provide an independent appraisal 
and review appraisal in order to establish the fair market value of such property and that such valuation forms the 
basis for just compensation to which I am entitled. 


 


Having been fully informed of my rights to have appraisals performed for the above-referenced property, I do 
hereby waive my rights to have such appraisals conducted and do hereby release the Grant Recipient Name from 
its obligations to have such appraisal conducted. 


 


 


____________________________________ _____________________ 


(Signature of Owner) (Date) 


 


   


____________________________________ _____________________ 


(Signature of Witness) (Date) 


 


    


____________________________________ _____________________ 


(Signature of Acquiring Official) (Date) 


 


 


Italic type = customize as appropriate 


 


[      /      ] = select appropriate option 





